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1. General Information 



The General Information section is comprised of three introductory 
sections : 

1.1 Purpose of the Handbook 

1.2 Overviev; of the circulation system 

1.3 How to use the Handbook 

Each of these sections provides information about the circulation ' 
system which will help you better understand the system and the 
reasons behind the design. 
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1.1 Purpose of the Handbook 



The Manual Circulation Handbook is designed to assist nonautomated 
libraries operate an efficient ^.irculation system. The Handbook 
explains all forms and procedures necessary to maintain and circu- 
late books and equipment to eligible readers. 

The circulation system was designed so that it utilizes equipment 
which is often available in libraries or which can be obtained from 
standard sources. The forms in the system are in use in the network 
or can be reproduced fron? master copies provided in the Appendixes 
to the Handbook. The NLS-produced bookcards are the key to circu- 
lation and control. 

The circulation system is designed to meet the recommendations of 
the Standards of Service for the Library of Congress Network of 
.Libraries for the Blind and Physically Handicapped. The Sta>idards 
are noted throughout the Handbook in the appropriate sections. 
Appendix 7 is a partial list of the Standards and those sections of 
the Handbook which relate to a particular Standard. Several 
existing systems were examined to determine the necessary components 
of a system for network libraries. Some elements of existing sys- 
tems were modified for this system, but many more were eliminated 
or re-designed to increase efficiency. 

This Handbook provides the network libraries with a comprehensive ■ 
circulation system. Its components work together to form a complete 
circulation and record-keeping system but each component can be 
used independently as well. Individual libraries should adapt the 
system to fit local needs and revise and expand the Handbook as 
needed. Before implementing any or all of the components, the 
library staff should read the entire Handbook and be familiar with 
the relationships among the components. 




National Libraty Service 



for the Blind and Physically Handicapped 



Manual Circulation Handbook 



K2 Overview of the Circulation System 



The Handbook is divided into seven sections which outline and 
explain the necessary procedures for reader records, book circula- 
tion and collection maintenance, and procedures which support the 
daily activities of the libraries. 

The circulation system has several important factors which make it 
an efficient system: 

• The Patron Folder - This manila folder records all the 
information required to serve a patron. It is the access 
point to records by patron name. The folder is shown in 
Figure 3A. 

• The In File - This is an integrated bookcard file which 
is the circulation and inventory control point of the 
system for recorded and braille material. A library 
should divide the patrons by last name and assign these 
patrons to reader advisors rather than divide the patrons 
by format. 

• Turnaround Circulation - Turnaround patrons receive one 
book for each book returned. Patrons are encouraged to 
select this type of circulation because it works most 
efficiently both for the library and for the patron. 
PatroiJS do not have many unread books on hand and the 
library has better control of the books being sent and 
returned. Procedures are included in the Handbook for 
patrons who prefer calendar or request only circulation. 

" • Deposit~Coi4ections - Deposit. col lections are jtreated as 
individuals except these collections receive books on a 
calendar basis. This increases the library's control 
over the books and keeps the library in touch with the 
person responsible for the deposit collection. 

• Recording Patron Requests - The patrons are encouraged 
to submit requests for specific titles and authors using 
Talking Book Topics^ Braille Book Review, or other 
sources. These requests are recorded in the patron folder 
and given priority when books are sent- This makes book 
selection quicker and more efficient. 

The potential automation of the procedures was considered through- 
out the design of the circulation system. For this reason, all 
dates on the front of the patron folder are entered year, month, 
day. Alpha or numeric codes were assigned rather than colors for 
ease of input into an automated system. 
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1.2- Continued 



The supplies needed to operate the circulation system are available 
from library supply firms or from business form printers. MLS will 
supply you with a master and you can arrange with a, printer to pro- 
duce the folders. Other supplies are: 

• Manila file folders - letter size 

• Self-adhesive file folder labels 

• Three-ring binder 

• Index sheets for three-ring binder 

• Addressing system supplies (see Appendix 2) 

• Red pen 

• Transparent tape 

• Self-adhesive blank labels either white or in color for 
weeding labels 

• Card trays to hold bookcards . These came in a variety 
of sizes based on the number of cards each holds. 

• Circulation cards with 3 columns: date loaned, date 
returned, and borrower name 

• Clear plastic card sleeves with red stripe at the top 

• Scratch cards * . 

• Library identification stamp or sticker 

• P'^cTon folders: 

• Mailing envelopes. These will hold a bookcard and are pre- 
printed with the **Free Matter'' privilege and the library's 
return address. The envelopes with the cards are inserted 
in the slot on the mailing container. (See envelope on 
page 5.) 
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1 . 2 Continued 




• Standard letter size file cabinets 

• Card file for 3" X 5" cards 



5 
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1.3 How to Use the Handbook 



The seven sections of the Handbook are organized so that procedures 
for related activities are in the same section. For example, all 
procedures necessary to establish a patron record are in section 3. 
The sections are: 

1. General Information - Purpose of the Handbook^ 
overview of the system, and how to use the 
Handbook. 

2. Establishing and Maintaining Files - Descriptions 
of all files and procedures to set up the files 
and maintain them. 

3. Establishing and Maintaining Patron Records - 
All procedures involving changes in patron 
service. 

4. Book Circulation and Collection Maintenance - All 
procedures for checking books in and out, filling 
reserves, damage check, and^ so on. 

5. Temporary and Support Activities - Procedures for 
components which are necessary to book circulation 
but may not occur regularly. 

6. Statistics - Procedures and forms for recording and 
reporting statistics. 

7. Appendixes - Sample forms and letters, and explana- 
tory flow diagrams which support the various procedures. 
A glossary of terms is included. 

The procedures are arranged in step-by-step order within each 
individual sec':ion. Procedures are lettered (A, B, C, and so on) 
in the order they should be performed. The numbers within the 
procedures refer to the numbered items on documents such as the 
patron folder or statistics forms. Appendixes are designated with 
the prefix "A". 

The Handbook is designed to be used alone but several documents 
are referenced throughout the Handbook. Tliese documents have 
been prepared and distributed by NLS: 

Comprehensive Mailing List System Handl-jook (CMLS) 

Machine Inventory Manual: A Handbook of Procedures for 
Inventory Control of Government Furnished Equipment (MIM. 

■ Network Library Manual 
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2. Establishing and Maintaining the Files 



The first step in establishing the circulation system is to create 
the files which are necessary to its operation. Each of the files 
is discussed in 2.1 and the two most important files are described 
in detail in 2.2 In File an'^ 2.3 Setting Up the Calendar Register 
of Patrons. 

The In File is the key to the circulation system. It is the control 
point which allows the library staff access to the material available 
for circulation. It integrates RC and RD cards into one In File 
and press braille and limited edition braille into another In File. 
Libraries which serve many readers should divide the patrons by 
last name and assign each reader advisor a portion of the alphabet. 
Delegating to specific staff members responsibility for contact 
with a clearly defined patron group establishes a true reader 
advisory service. 

The Calendar Register is used to insure that patrons receive 
consistent service and that follow-up is performed on a regular 
schedule. 

The Active Patron File is used daily since it contains the folders 
of those patrons who receive service regularly. It contains only 
items which^ direct ly pertain to circulation, e.g., envelopes and 
addi,:ess plates. This makes the folder easier to handle. All 
ot'rer documents, including the certified application for service, 
are stored in the General Correspondence File. Certain documents 
and the patron folder are transferred to the Cancelled File when a 
patron discontinues service. 

The remaining files are similar to those found in any library. 
These include the shelf list, pending request file, and subject 
file. In addition, an extra bookcard file is maintained so that 
replacement cards for those worn or lost are readily available. 
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2;1 Description of the Files Used 
in the Circulation System 



There are several files which a library will establish and maintain 
in this circulation system. The files are described in this section 
in the order in which t!iey appear in the Handbook. 



2.1A Active Patron File 



Purpose: To house the patron folders of patrons currently 

receiving service from the library. 

Equipment: The file is kept in a standard four- or five-drawer 

file cabinet for 9h'' x 11^" folders. One drawer will 
hold approximately 400 folders. 

Contents: Patron folders for recorded materials and braille 

circulation; the only items inside the folders are 
addressed mailing envelopes, temporary address 
plates, and patron reading histories irom earlier 
patron records. 

Organization: The folders are filed in alphabetical order by 
patron last name. Institutions are interfiled 
with individuals. Institutions are filed alpha- ^ 
betically by the first significant word in the 
title (not '»The," or »»A," or "An"). 

Maintenance: The file is weeded once a year as patrons 

are counted for "active reader" statistics. Those 
patrons which are inactive should have their folders 
transferred to the Cancelled File. 



2. IB General Correspondence File 



Purpose: To store the original certified application for 

service and copies of any correspondence between 
the patron and the library. 

Equipment: The file is kept in a standard file cabinet which 
will hold 9^" X 11^" file folders, approximately 
400 folders per drawer. 

Contents: All letters from patrons and responses sent to 

patrons are filed in this file. There is one file 
for each patron and institution. The application 
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2 . 1 Continued 



for service is kept in this folder. In addition, 
miscellaneous notes about the patron's service 
which result from telephone C3lls or visits can be 
kept in this file. The telephone checklist (3.5) 
is filed here. 

Organization: The files are arranged alphabetically by patron last 
name with institutions interfiled by the first 
significant word in the institution's name. 

Maintenance: Any time a patron's file becomes bulky with many 

letters or other papers, the file should be weeded. 
The librarian will determine what is discarded 
based on library policy and knowledge of the patron. 
An additional file folder may be needed for patrons 
who are prolific correspondents. In these cases, 
file the more recent folder in front of the original 
folder but in alphabetical order by patron last name 

When patrons are inactive the application is filed 
in the patron folder in the Cancelled File. The 
correspondence and other papers are discarded. 



2.1C Machine Files 



Machine files are discussed in the Machine Inventory 
Manual: A Handbook of Pvoceduves fov Inventorif Control 
of Government Furnished Equipment. The MIM should, 
be consulted to establish these files. 



2. ID Cancelled File 



To store the patron folders and certified 
applications for the minimum time after a patron 
is designated as "inactive"; to store records 
of patrons transferred to another library. 

The file is kept in standard file cabinets which 
will hold 9^" X llV file folders, approximately 
400 per drawer. 

This file contains all information about an inactive 
patron: application for service and patron folder. 



Purpose: 



Equipment : 



Contents : 
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One folder marked ^'Transfer** contains the pink copies 
of the Transfer Form (LC 73-124) of patrons who have 
moved and a statistics tally sheet. 

Organization; The ALA Standards specify that the certified appli^ 
cation be kept for one year after a patron cancels 
the service. Evidence of eligibility must be kept 
for five years (Standard 4.3.2.1.6). 

The Cancelled File is divided into five sections. 
The first section is for the current year; the 
remaining four sections are assigned to each of the 
preceding four years. File the ^'Transfer" File in 
the front of the section for the current year. 

When a patron cancels the service or is declared 
to be inactive, the patron folder is taken from the 
Active Patron File and his or her General Correspon- 
dence File is also removed. The application for 
service is taken from the General File and put into 
the patron folder. All other contents of tii?se two 
files, such as mailing envelopes, letters, or .note;, 
are discarded. The patron folder is then filed in 
the section of the Cancelled File for this year. As 
in the other files, the folders are in alphabetical 
order by patron last name. Institutions are interfiled. 

In April and 'September., when you take the 
count for active readers, you will include the' 
patrons whose folders are in this year*s section 
(6.1). When you have completed the count, you 
will move each section back one, create a new first 
section for the coming year and discard the folders 
in year five. 



2. IE In File 



Purpose: To serve as the circulation and inventory control 

for the circulation system; to act as a file for 
reserved books. 

Equipment: Card trays (available from library suppliers) which 

will hold one' card for each container in the 
library's collection. 



ERIC 
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2. 1 Continued 



Contents ; 



The In File is composed of one NLS-produced book- 
card for each container in the library's collection 
and reserve cards for books unavailable for 
circulation. 



Organization: 



A detailed description of the In File organization 
and use is in 2.2 In File. Use of the In File for 
reserves is in 4.5. 



Maintenance: 



The In File will be continually expanded as new 
titles are processed and added to the collection. 
The In File will be weeded when the collection is 
weeded. 



2. IF Subject File of New Books 



Purpose: 

Equipment : 
Contents : 

Organization: 
Maintenance: 



To serve as a temporary aid to book selection by 
subject until the NLS microfiche is updated. 

Card trays such as the trays used for the In File. 

One or more NLS bookcards for each new title in 
the collection depending upon the number of subject 
headings assigned to each title. 

The bookcards are filed in alphabetical order by 
the first word of the subject heading. 

When new titles are processed the librarian will 
assign each title one or more. general subject 
headings. It is most helpful if these subject 
headings match those on the patron folder (Figure 3A) . 
These will be written on the top of the card above 
the book number. The date the card is filed in the 
Subject File of New Books is written in the upper 
right comer. The cards are filed alphabetically by 
subject heading. A sample card appears below. 

Once every 3 months or so as the NLS microfiche is 
updated, the Subject File should be weeded of all 
the cards added in the previous 3 months. This 
should be most of the cards but for very recently 
issued titles, you should do a spot check of the 
microfiche to see if the titles are in the microfiche 
catalog. The bookcards that have been weeded 
should be added to the Extra Bookcard File. 
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RC 11351 

F 

Welcome, John 

GRAND NATIONAL 
Patterson, George 2 cass. 

4T 

Exciting novel about one of the 
greatest and most famous horse races 
in the world-the Grand National at Ain- 
tree, England. Myles Aylward, a young 
racing journalist in love with the 
daughter of one of the world's 
wealthiest men, finds his affair and 
career threatened by a crooked trainer. \ 
Some strong language. 



2.1G Pending Request File 



Purpose: To maintain a record of books which have been 

requested on interlibrary loan (ILL) . 

Equipment: Two pieces of equipment are needed for this file 
because the forms involved are two sizes. The 
first is a recipe card-type file for Zh" x 5" 
cards. The second is a fil^e which will hold 
5" X 8" sheets of paper. For either or both, 
empty catalog card or shoe boxes may be used 
since these are temporary files. 

Contents: The library file copy of NLS Forms LC 73-135 

and LC 73-121L'); a record of requests for books 

sent to American Printing House or Recording 

for the Blind or other non-network sources. These 
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2.1 Continued 



should be on 5** x 8'* iudex cards with a book number, 
if known, the author r^nd title, and the name of the 
patron requesting the item. 

Maintenance: These files are used to record an item requested on 
ILL from any source in order that follow-up can be 
made to ensure the item has been sent. When an ILL 
request is made, file the library copy of the LC 
form or a 5*' x 8*' card on which you have written 
the book number, if applicable, the author, title, 
and the name of the patron requesting the book. 
These should be filed in the manner most suitable 
to the library, i.e., by patron name, book number, 
or date of request. 

When you receive the copy of the LC form which 
indicates the action taken in the request, pull the 
library copy and discard if the request has been 
filled or replace it with the action copy depending 
upon the response to the request. When a response 
is received from a non-network source, pull the 
card for that item and discard it if the request has 
been filled or mark the card with\the response tc 
the request. 

Approximately every 3 months the file should be 
weeded for follow-up. If no response tc the request 
has been received, contact the source to determine 
the current status of the request. 

See the Network Library Manual section on ILL for , 
further details . 

2.1H Shelf List File 



Purpose: To maintain a record of all the titles and number of 

copies of each title in the library collection. 

Equipment: Card trays such as those used for the In File. 

Contents: One NLS bookcard for each title in the library 

collection. 

Maintenance: When new titles are processed, one card for each 

new title is added to the shelf list for an inven- 
tory record. The number of copies received is written 
in the upper left corner of the card. The cards 
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2 . 1 Continued 



are filed in numerical order in the card trays. Two 
files are maintained: one for recorded material (RC 
and RD) r.nd one for braille. 

When a copy of a book is discarded because of damage 
..or lack of use, or more copies are added, the number 
on the shelf list card should be changed to reflect 
the actual number of copies in the collection. 

2.1J Extra Bookcard File 



Purpose : 
Equipment : 
Contents : 

Maintenance : 



To store extra NLS bookcards. 

Boxes or card trays which will hold NLS bookcards. 

All extra NLS bookcards not used for the In File, 
Shelf List, or Subject File. 

After the cards have been added to the In File, 
Shelf List, and Subject File, all pf the remaining 
cards are filed in numerical order in card trays or 
boxes. The extra cards will be ysed to replace 
lost or worn out cards. Keeping the extras in the 
library makes replacement quick and easy. Those 
which the library does not have can be requested 
from NLS. 



EKLC 
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2.2 In File 



The In File contains: 



- NLS-produced bookcards for each RC, RD, BR, and BRA container in 
the collection 

- Reserve cards for books on loan but wanted by another patron 



The In File(s) is the key to circulation and inventory control in 
the circulation system. It consists of one bookcard for each 
container in your library's collection. The In File for recorded 
materials is an integrated file; that is, RC and RD cards are 
filed together for ease of book selection. A similar file is 
maintained for braille collections. BR and BRA cards are not 
interfiled with the recorded material in order to mini ^e the 
size of the files. When, you use either In File, you kno;» that if 
there is a card in the file for a book, that book should be on 
the shelf and available for circulation. 



Setting Up the-: In File 



If your library is using this In File for the first time there are 
several steps to set up the file. The ease with which the In File 
can be set up will depend upon your current system and the availa- 
bility of NLS bookcards in your library. 

A. Inventory the library's collection by comparing the 
shelf list or your current inventory list with the 
containers on the shelves and justify the two. This 
means you should check the number of copies and con- - 
tainers your library originally received of each book 
and be sure you still have the same number as is listed 
on the shelf list card. Some copies may have been lost, 
damaged, or weeded from the collection. 

B. Check the number of copies of books in circulation if 
your current system allows this to be done. This will 
supplement the information in A. When you have completed 
'this you will have a count of the number of containers 

in your collection plus the number of copies per title. 
The number of containers is the number of bookcards you 
should have. The number of copies per title should be 
entered on the shelflist card. 
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C. You will need to have one NLS-produced card for each 
container in your collection. Two cards usually 
accompany each new book. The completion of this step 
depends upon your current use of the bookcards and the 
availability of extra cards in your library or at NLS in 
the Materials Management Unit. 

C.l If you have kept one card in the container for 
browsing purposes, the easiest way to set up the 
In File is to remove these cards and use them for 
the In File. This will not deprive the patron of 
any information since the card is sent with the book 
for circulation. If you pull these from containers 
on the shelves, keep them in numerical orderT This 
will make step "D** easier. 

C.2 You may be able to create an In File if you have 

kept any extra cards sent with the books. Use the 

extra cards to create the In File and supplement 

these with available cards from NLS or other libraries. 

C.3 If you have never used the bookcards except for 

scratch cards, you will have the most difficult time 
creating an In File. You will need to rely on NLS 
supplies or unused cards from other libraries. The 
time involved to collect the cards will be extensive. 
You can also create the cards you need using scratch 
cards . 

The physical facilities of your library, that is, the 
number of work stations and reader's advisors, size of the 
book collection, number of copies you receive of each book, 
and circulation per day will determine the number of In 
Files you will need for recorded materials and braille. 
An experienced reader advisor can circulate between 150-200 
books per day* depending upon the number of individuals who 
need special attention. The Standards also give guidance 
on the number of staff needed per library. Each reader 
advisor should have an In File at which to work. 



* This is a ballpark figure based on observation in the libraries 
visited as part of this study, circulation statistics compared 

. to staff size, and discussions with regional librarians. It 
should be used only as an estimate. 
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D. When you have assembled one card for each container in your 
collection, you are ready to file the cards. They should 
be filed in standard card trays which are available from 
library suppliers (Demco^ Brodart, Gaylord, etc.)- Deter- 
mine the number of In Files you need and divide your 
collection's copies accordingly. The cards for books 

of which you have only one copy should be filed in one of 
the In F-iles so the reader advisors do not have to search 
all the In Files for those books. 

E. Filing 

a. File all cards consecutively in numerical order 
from front (end closest to you) to back of the 
tray. 

b. All RC and RD cards are integrated in the same 
file. For numbers which are both RC and RD, 
file the RC cards first. 

c. The cards for books which need more than one 
container, and therefore more than one card, 
should be filed in' sets: all cards needed to 
make a complete copy of the book should be 
kept together. See Figure 2.2A. This shows 
a card file with two copies of RC 11336 (A§B) 
and how the cards should be filed. 

d. Juvenile and adult and non-fiction and fiction 
are all filed together in the In File. 

e. The braille In File follows the same filing 
procedures. It is especially important to keep- 
the cards for all volumes of each book together 
in the In File so a patron gets all the volumes 
to make a complete copy. 



Reserve Cards in the In File 



The In File also contains cards for books that are in demand and 
therefore, on reserve. These cards are made by a reader advisor 
when a book is not available (see 4.5 Reserves). They have a wide 
band of red at the top. After a card is made up according to 
steps in 4.5, file, it in proper numerical order in the In File. 
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FIGURE 2.2A FILING CARDS IN THE IN FILE: 
BOOKS WITH MORE THAN ONE CARD 



RC 11341 
RC 11340 

RC 11339 



791 

Andrews. Bai 

LUCY- 
ETHEL: 

Toney. Ila HT 

. Traces the 
popular shoi 
eludes plot 01 
of the prograi 
i^cts and folk! 
who were invc 



RC n339 



F 
G 



RC n338 
RC n338 
RC n337 
RC n337 



Cormier. Robet 
I A^ 

Stratton. John 

Chilling ta 
desperate sear 
mysterious p 
remember if h 
junior and sei 
strong languag 



RC n336 B 
RC 11336 A 

RC 11336 B 

F 

" RC 11336 A 



Irving. Washington 

THE COMPLETE TALES OF 
WASHINGTON IRVING 
In Two Containers 7 cass 

Part A Sides M6 4T 
SoreL Guy and 
George Backman 

Sixty-one classic stories by Irving, 
considered the father of the American 
short story. He was the first inter- 
nationally prominent American writer to 
make a living solely by writing. 
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Re-Filing Cards in the In File 

When all daily book returns have been checked in v for a given day, 
you will re-file the bookcards in the In File. Do this in the 
following sequence: 

A. Put cards in numerical order. 

B. File cards in In File according to Step E in Setting 
Up the In File, 

C. As you re-file, check for returned books which have 
reserve cards (red marking at the top) in their place 
in the In File. If you find one, pull reserve card 
and paper clip it to the returned bookcard. 

D. Set the reserve card and bookcard aside. You will 
pull the folder of the next person on the reserve 
list when you fill patron requests (^-5 Reserves). 



\ 
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2.3 Setting Up the Calendar 
Register of Patrons 



To set up the Calendar Register of Patrons you need the following: 

- Three ring binder 

- X IT' sheets of paper (three-hole punched) 

- Index sheets (heavy paper with a plastic index tab on the edge) 

- Access to photocopy machine 

The Calendar Register of Patrons is used in all libraries whether 
or not the library has calendar patrons. The Calendar Register of 
Patrons has several uses: 

To record calendar patrons on the days they receive books 

• To remind staff to follow-up on all new patrons 3 months 
after service is started 

• To indicate when service should be resumed for temporary 
hold patrons 

• To indicate when service ends or should be followed up 
for temporary patrons 

• To record when deposit collections are to be rotated and 
when a reminder letter is to be sent 

The Calendar Register is kept in a three-ring not- book. The 
notebook is divided into two parts: 

• Day Register 

• Date and Calendar Register 



You create the original pages using the masters in Appendix 8. 
The Calendar Register should be revised annually. 

Setting Up the Day and Date Calendar Registers 



The first step in setting up the Calendar Register is to photocopy 
enough master pages for each day and date of the month. Depending 
upon how many days a week your library is open this would be 
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2.3 Continued 



between 35 and 37 (one for each date in the month would be 30* pages 
plus one for each day of the week you are open). If you have more 
than 69 patrons on any one day or' date you will need more than one 
page for that day or date. 

The next step is to set up one page for each work day that you are 
open (Sunday through Saturday) an'd each day in the month (1 through 
30) . Record the day or date in the. box in the lower right hand 
corner of the page (Figure 2.3A). 

Once you have prepared all the pages, you will write each patron *s 
name on the days or dates he or she receives books. 

A. Pull the patron folders of calendar patrons. 

B. Check line 9 for frequency of service. This will 
tell you where to enter the patron's name, either 
the day or date register. 

C. Write the patron's last name on the days or dates he 
or she receives service. If you have more than one 
patron with the same last name, write the first- 
initial also. 

For example, patrons who receive books every Tuesday 
will be written on the ."Tuesday" page (Figure 2.3A). 
Patrons who receive books on the 1st and 15th of the 
month will be recorded on "date" pages. 



NOTE: The day register is for patrons who receive books every 
week on the same day. For patrons who receive books 
less frequently, choose the appropriate number of dates 
which will satisfy the patron's wishes. In other words, 
if a patron wants service every other week, choose two 
dates which will generally fall within that time, such 
as the l.st and the 15th. 



D. You can now put the pages in the notebook. Put the day 
register in front of the date register. Separate the 
two with an index sheet. 

NOTE: Patrons who do not specify a preference for type of 
service should be set up as turnaround patrons. 



* For the Calendar Register all months have 30 days. This 

eliminates having to do a lot of shifting for those patrons who 
would receive books on the 31st one month and the 30th another. 
February is still different but fill the patrons' requests for 
the 29th on February 28th and for the 30th on March 1. 
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Setting Up the Calendar for 
Follovj-Up' on Patron Service 



The Calendar is used for follow-up on the various services and for 
deposit collection scheduling. The Calendar is kept in the date 
register, in the far right hand column or on an additional calendar 
page if you have more than 15 follow-up patrons on any one date. 

When a patron is registered for service you will enter his or her 
name on the appropriate date for follow-up (3.1, 3.6). Other 
patrons' names will be written on the calendar for various reasons. 
You write the patron's name in the far right hand column. Put the 
number of the month (use the codes in 4.3) the action will be 
taken in front of the person's name. Enter the appropriate code to 
indicate the reason the patron is on the. calendar behind the 
patron's name. The codes aret 



FOL = Follow-up 

TEM = Temporary patron follow-up 

RES = Resume service (5.4) 

DEP = Deposit collection letter (•'^•4; A.^.12) 

When you see a name with a code, you know that some action must be 
taken that day for that patron. 

A filled in calendar day could look like the one in Figure 2.3B. 

There are 18 calendar patrons on this day and five entries which 
may need some type of action. During the months indicated (2, 4, 6), 
St. Vincents will receive the letter about deposit collection 
(A3. 12). On August J5, Patton wculd need follow-up (3.6). On 
October 15, Harris would need follow-up, and Morris^ a temporary, 
patron, si ^uld be called to determine if he or she still needs the 
service (3,6). On March 3, Veith resumes service after a temporary 
hold. 



NOTE: If a deposit collection receives books every month, write 
"all'* in the month column rather than every month code. 



National Ubrary Service 

for the Blind and Physically Handicapped 



• f • 

FIGURE 2.3A DAT REGISTER: TUESDAY ^ 
/Lm/ljAJ/jTi, 



dl 



3i 




• 




dfy/m/rrut 




'Oil 



FIGURE 2,3B FILli^IN DATE REGISTER 



Months Name Action 





1 0 MAJlW-FflL 
10 Tl/MM-TEM 
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3. Establishing and Maintaining 
Patron Records 



This section describes the process of registering a patron for 
service once the application for service is approved. It includes 
procedures for establishing the patron records, adding the patron 
to the mailing list system, and assigning machines. The initial 
shipment of books and equipment is explained and a guide for an " 
introductory telephone call is included. Follow-up on patron 
service is explained. Procedures for cancellation of service, are 
also in this section. Figure 3A shows the front of the patron 
folder and ore side of the interior. 

Deposit collections are treated as; individual patrons except that 
all deposit collections receive books on a calendar basis. This 
keeps the deposit collections up-to-date and offers the library 
better control over these collections. A regular schedule of 
exchange is recommended in the procedures for deposit collections. 

Individual libraries should examine the forms and procedures and 
adapt them to local use. For example, a library may need to 
indicate additional data on the address plate or to collect 
additional statistics. All adaptations or changes should be 
documented and added to this Handbook in order to insure that 
all staff members knaw and use the same procedures. 
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15. If the patron filled in the reading interests on the 
the application, proceed with this step. If not, 
when you call the patron to explain the service 
(3.5), ask about reading interests to complete 
this item. 

In block 15 put an **x** by all reading interests 
that the patron indicates. 

Put an '*x** in boxes for the restrictions on 
what is selected if patron indicates these 
preferences (no sex, violence, and so on). 

If you know from the application or the telephone 
interview, indicate the patron's preference for 
Bible version, foreign languages, or narrator(s), 

WhQn complete, block 15 will look like the 
example below: 



15. RfAding interests 
rictlon 



^HlltOrlC Novels 

kffSttrns 

fiplly storlti 

Adventurt 

Sl«rt Stttrles 

Pliyt 

ScltfKt ncllOft 

^LCothlC Novtli 



X>>otir*phlei 

HIjlorjr 
_7Tr«ve1 

Pontics 

Sfortl 

llrillh (Bni) 

aiile 

Cook 1 n9 

Pkyclwlogy 

Illock LltmUrv 

J(0cc«i1t 

JMtttirlUri 



No explicit sex 
O No violence 
GNo rough language 

Reading Level 

Bible version 



Foreign Languages 



Narrators 



■S9 >, 
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16. Any other information about the patron, such as 
favorite authors or catalogs sent, can be 
recorded in block 16, "Remarks." 

Write request only in block 16 if the patron wishes 
to receive only books which he or she selects. 

A folder completed to this point will look like 
this; 

FIGURE 3. IB PARTIALLY COMPLETED PATRON FOLDER 



SMITH. MRS. MARY A. 



2^AdolJ Juv«nil« 
3. Media: 



4^^p« ol S«rvic« 
{RCJ 8R OR OT C MO 



yy mm dd 



yy mm dd 



Mrs. Mary A. Swfth 
1234 Hal Street 
City. State Zip code 



7. H*ndk»p: VH PH RO 

• Phortm Work ( ) 

Mom«(tttl 21. 5 i >_ 

9 Fr«qu«f>cv of S«fvi€t: 

10 0«l«of8^h: ^. 0t at. 

yv mm dd 



I I I I I I I I I I i ■ I 

18. Acthr^R««d«r 



1*. Rtmarlts. 



19. M«chiR« Rtcofdt lOptMman 



D>f S«M q«l« Rcturrwd 
W mm dd w mm dd 



Machine » 
or Acccf tory 



11. S«« 



M 0 



17. 



0«taSiirt«d 0«t«C«nc«U«d 
M*o»fin«t(Codt) Vv mm dd yy "mm dd " 



12. V«tM«n: Ym 

13 Cowrty: WAVUit5*^h»n_ _ 

14 Cont»ct Pmfott: 



JK 0<««<t 



NOTE: Othev numbered items are completed in later 

procedures. 
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E. Write patron's name on calendar register (3.6) three (3) 
months from today so follow-up can be done. 

F. Line 18, ^'Active Reader," has six sets of two boxes each 
(12 boxes). Under the first set to the left, write the 
last two digits of this year. Under the next set of 
two boxes, write the last two digits of next year. 
Complete the line by entering the subsequent years under 
each set of boxes. You will have the last two digits 

of this year and the next five years under the boxes. It 
will look like this if you set up this folder in 1980: 

1 I I I I I I I \ I I i-j 

80 81 82 83 84 85 

18. Active Reader 

You use this line when you count active readers for 
statistics twice a year, in April and in October. 

IVhen you set up a new patron's file and send the first 
books, you will mark one of the boxes for this year to 
indicate that the patron is active (received at least 
one book) during the six months. If you set up a 
patron between October 1 and March 31 put an "x" in the 
first box. If the patron is set up between April 1 and 
September 30, put an '*x" in the second box. At the end 
of the year there should be an "x" in only one box. 



NOTE: When all the boxes are filled in, put a self-adhesive 

label over line 18 and draw in lines to create new 

boxes and write in the years. You will <do this every 
six years. 



G. Put the original certified application in the general 
folder. 



* i<. \ 



H. File the general folder in alphabetical order by patron's 
last name in the general file. 

I. Count new readers for statistics. 

J. If the patron has sent a list of requested books, record 
these numbers on the inside of the patron folder according 
to 4.1. 

K. Proceed to 3.2 Comprehensive Mailing List System and 
3.3 Machine Assignment. 
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Procedures Related to 
Setting Up Patron Records 

3.3 Machine Assignment 

3.4 Deposit Collections 

3.5 Initial Shipment to Patron 

3.2 Comprehensive Mailing List System 
4.1 Recording Patron Requests 

2.3 Setting Up the Calendar Register 

4.4 Braille Circulation 
Al Label System 

2. Files 

A6 Flow Diagrams 

6. Statistics 
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3.2 Comprehensive Mailing List System 
and Magazine Subscriptions 



to add patrons to the mailing list and to enter magazine subscrip- 
tions, you need the following: 

- Patron's application for magazines 

- Patron folder ^ 

- Comprehensive Mailing List System (CMLS) Handbook 



Each patron is added to the NLS Comprehensive Mailing List System 
when the patron is registered to receive service. All patrons are 
added to the CMLS whether or not they receive magazines. To do 
this, follow the instructions stated in the Comprehensive Mailing 
List System (CMLS) Handbook. 

Magazine subscriptions are also entered into the CMLS according to 
the instructions in that manual.* 

Your library may include the magazine requests on the application 
for service. If it does not, the patron should be sent the appli- 
cation your library uses. When it is returned, enter the 
subscriptions. 

A. Write the magazine title on the patrol folder in 
block 17, including Talking Book Topics and Braille 
Book Review. 



B. Put publication code from CMLS in parentheses (page 
171 in CMLS). 

C. Write the date the subscriptic is entered losing the 
same year, month, and day codes used in line 5 (3.1). 

If a patron receives Talking Book Topics on flexible 
disc. Music Journal and Science Digest, the folder 
will look like this : 



Magazine (Code) Date Started Date Cancelled 

yy mm dd 





yy 


mm 


dd 


TBT (TBT4) 


80 


04 , 


03 


Musia Journal (MSJ4) 


80 


04 


03 


Science Digest (SDH) 


80 


04 


03 



' At the time that the Manual Circulation Handbook was prepared, 
only TBI and BBTi were in the CMLS. Eventually all magazines 
will be in the system. 
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The patron may receive the same magazine in different 
formats. If so, write the title twice with the appro- 
priate publication code, 

D. Enter the titles of locally produced magazines which 
the patron receives. 

E. Count new magazine subscriptions for daily statistics. 

Procedures Related to CMLS Handbook 
and Magazine Subscriptions 



3.4 Deposit Collections 
6. Statistics 
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5.Z Machine Assigninent 



To assign machines to a patron you need the following: 

- Patron folder 

- Machine Inventory Manual: A Handbook of Procedures for Inventory 
Control of Government Furnished Equipment {MIM) 



A. Follow procedures in .MIM for assignment and record keeping 
for the machines. 

NOTE : Recording the machine record information on the patron 
folder is optional since the MIM specifies files for 
these records. However, it is recommended that this 
be done to provide a single access to all of the 
patron's records. 



B. Once a machine (or machines) has been assigned to the 
patron, record the serial numbers for each machine in 
block 19 on the patron folder. Enter the appropriate 
prefix (TBM or CBM) and the serial number. 

C. Record today's date under "Date Sent," using the same 
year, month, and day from line 5 (3.1). 

If the patron is assigned both a record player and a 
cassette player on April 3, 1980 the folder will look 
like this : 









Machine Records 












Date Sent 
yy mm dd 


Date 

yy 


Returned 
mm dd 


TBM# 


A-78 


42 


80 04 05 






CBM# 


C-78 


92 


80 04 03 







^ D. If the patron requests any accessories such as a pillow- 
phone or headphones, record these in block 19. 
Record date sent as above. No serial number for an 
accessory is necessary; just enter its name. 
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The folder will look like this if the patron received 
a pillowphone: 



Pillowphone 80 04 03 



Be sure you have completed procedures in the MIM. 
E. Count the machines assigned for daily statistics. 



NOTE: This section does not apply to regional libraries which 

are not machine lending agencies. These libraries should 
develop formal channels of communication and procedures 
to accommodate the local requirements and add the 
procedures to this Handbook. 
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3.4 Deposit Collections 



To set up a deposit collection you need the following: 
" Application for service from the institution 

- Blank patron folder 

- Label maker* 

- Blank manila folder 



Deposit collections are small collections of books that your 
library provides to institutions such as nursing homes or hospitals 
The books are circulated within the institution and the collection 
is exchanged regularly for new books. For individual patrons who 
live -in nursing homes or other group residences > follow procedures 
for individuals (3.1). 

Folders for deposit collections are set up the same way as for 
individuals except for some minor differences (3.1). 

The numbers in this procedure refer to the numbered items on 
the patron folder. 

A. Type the institution name on two self-adhesive file 
labels. Skip several spaces to the right and put an 
institution code on the same line. Institution codes 
are : 

LIB = Public libraries (not subregionals) 

BPH = Schools for blind and physically handicapped 

PPS = Public or private schools (elementary and secondary) 

HOS = Hospitals 

NHO = Nursing homes 

OTH = Other 

B. Attach one label to the blank folder for the general 
file and one label to the patron folder. Follow 
step B in 3.1. 

C. Set aside blank folder until the completion of the other 
steps in this procedure. 



This system recommends that the library use a label-addressing 
system which makes plastic credit card-type master plates. For 
recommended systems, see Al. 



* 
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3.4 Continued 



D. Fill in the rest of the information on the patron folder. 
Follow the steps in 3.1 to complete each of the numbered 
items . 

1. Place file label here. 

2. Circle adult or juvenile, or both, on item 2 
depending on the age of the residents of the 
institution. 

3. Circle the format code for each type of 
material the collection receives. Codes are 
in 3.1, line 3. 

4. Circle *'C''. All institutions will get new 
books on a calendar basis. 

E. Make a master plate with name and address of the insti- 
tution with code C for calendar (3.1, line 6). Attach 
in block marked 6 according to the manufacturer's 
instructions, or using double-faced type, 

F. Fill in lines 6 - 14, These are completed the same way 
for institutions as for individuals (3.1, lines 6 - 14). 

G. Add institution to Comprehensive Mailing List according 
to CMLS Handbook (3.2), 

H. Record magazines and publications codes in block 17. 
Follow CMLS Handbook to enter magazine subscriptions, 
including Talking Book Topics and Braille Book Review. 

I. Assign machines according to Machine Inventory Manual 
(3.3). Record machine numbers and accessories in block 19 
on folder (3.3 - optional). 

J. Enter the institution's name on the calendar patron 
register (2.3) in two places: the date the next ship- 
ment is due to be sent and a date two weeks before the 
shipment is due to be returned to the library. 

K. Put an ''x'* in the appropriate box on line 18 to indicate 
an active collection (3.1). 

L. Put applications in general file; file in Correspondence File. 

M. Count new deposit collections for statistics. 

N. Proceed to 3.2 Comprehensi^'^e Mailing List System and 
' 3.3 Machine Assignment, 
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Circulation to Deposit Collections 



A. Two weeks before the collection is scheduled for an ex- 
change of books, send Letter A3. 12 to deposit collections 
to alert them to the need to return the books for 
exchange. 

B. Follow book selection procedure (4.6) on the day books 
are to be sent to the institution. 

C. Record book numbers and dates as in 4.3 Book Check 
Out. 



NOTE: In some cases, a staff member from the institution will 



select the books at the library so no mailing labels are 
needed. In other cases, a library staff member will 
deliver the books and change the collection. 



Procedures Related to Deposit Collections 



3. 


1 


Setting Up Patron Records 


3. 


3 


Machine Assignment 


5. 


2 


Comprehensive Mailing List System 


6. 




Statistics 


3. 


5 


Initial Shipment 


2. 


3 . 


Setting Up Calendar Register 


4. 


4 


Braille Circulation 


4. 


I 


Recording Patron Requests 



National Libraiy Service 



for the Blind and Physically Handicapped 




Manual QrculatioD Handbook 



3*5 Initial Shipment to Patron/ 
Telephone Guide 



To send the initial shipment of books and equipment, you need the 
following: 

- Patron folder with telephone number 

- TB and/or CB machine 

- Catalogs (locally produced or NLS) , subject bibliographies, etc. 

- Welcome letter (A3. 2) 

- Talking books and/or cassette books and/or braille books 



Once a patron folder is set up for a new reader and a machine (s) 
assigned, a selection of books will be sent along with the machine 
so that the patron can begin to use the service immediately. 

All new patrons should be telephoned so that you can explain the 
details of the service 'and answer any questions the patron might 
have as recommended in the Standards. The time to do this is after 
the patron folder is set up and before the initial shipment of 
books is sent. This will enable you to complete the information 
on the patron folder and ask the patron preferences for book titles 
to be sent in the; first shipment. The following topics should be 
discussed in the conversation: 

• Details of patron service such number of books 
per " shipment and type and frequency of service the 
patron selected 

• Reading interests 

• Method of delivery of first shipment of books and 

machines (mail or personal delivery) 

• Any information needed to complete the patron folder 

• The importance of each person sending in book requests 

• Details of the program, such as reading at least one 
book a year to be eligible 

• The need to indicate the five ''most wanted*' books 

on the order [TBT/BBR) forms or other request lists. 

• If a patron should contact another a;;rncy (e.g., 
machine lending agency) for particnla^* problems, 
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3.5 Continued 



when you make the telephone call you should have the patron's 
folder in front of you. This will help you to include all the 
points in the conversation. You should also have the telephone 
checklist (Figure 3.5A) to record any patron questions or reading 
preferences. IVhen you complete the call, follow-up on questions 
and then file the sheet in the General File. 
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3.5 Continued 



FIGURE 3.5A TELEPHONE CHECKLIST 



CHECK OFF EAQI QUESTION AFTIiR IT HAS BEEN ASKED 

(1) would like to confirm that you wish t-» receive ______ of books every 

(nunberY" (frequency) 

(2) Wiat topics or types of books do you especial*/ like to read? 

(3) We plan to deliver your books and nachines the first tine. Will that 

be suitable to you? After the first shipment, everything will be sent by laail. 

(4) I would like to complete our records. (Ask any items you need for patron folder.) 

(5) It's important that you send a book request so you get what you want to read. There are forms 
for this TBT and BBR. If you would circle the five you want to receive first it will help us. 

(6) Let me explain the details of the program to you. (Briefly outline the one book per year 
requirements, etc.). 

(7) If you need a new machine or needle, please call 

(Library or Agency) 

(8) Do you have any questions? 



at 

(Phone Number) 
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3.5 Continued 



A. Depending upon type of service (T, C, or BOD) that the 
patron receives and the number of books the patron 
will receive each time, select books to send with the 
machines. If possible, send the books or subjects ' 
the patron indicated in the telephone conversation, 
otherwise follow the procedures in 4.6 Book Selection. 

B. Follow check-out procedures (4.3). 

C. Select NLS or locally produced catalogs and subject bibli- 
ographies from those you have available which meet the. read- 
ing interests indicated in block 15. Put the catalogs in a 
mailing envelope. You should also send recent issues 

of TBT' and BBR as appropriate. 

D. Prepare address labels for each machine box and envelope 
of catalogs. 

E. Prepare we-lcome letter (A3. 2). 

F. Attach one address label to machine boxCes) and follow 
other procedures for mailing machine(s). 

G. Attach mailing label with patron's address to mailing 
envelope. 

H. M^iil all v.tems, machineCs) , books and catalogs, and the 
letter on the same day. 

! NOTE: Some network libraries use volunteers or staff members 

to deliver machines. If this is the case, all materials 
(books, catalogs, and welcome letter) should be delivered 
when the machine is delivered. 



NOTE: Libraries which are not machine agencies should coordi- 
nate *:he mailing/delivery dates of the materials and 
equipment with the machine lending agency. The areas 
of responsibility of each agency should be explained in 
the telephone conversation with the patron. Procedures 
for the coordination should be added to this Handbook. 



Procedures Related to the Initial Shipment 
of Books and Equipment .to the ^Patron 

4.3 Book Check-Out. 



NathnalUbnuySenrice 

for the Blind and Physically Handicapped 



45 



Manual Qrculation Handbook 



3.6 Fol low-Up on Patron Service/ 
Inactive Readers 



To follow-up on patron service you need the following: 

- Patron folder 

- Calendar Register of Patrons 

- letters A3. 9 and A3. 10 

- Telephone 

All new patrons and those with changes in service should be con- 
tacted to be sure that they understand the service, are happy with 
the way they receive books^ and that,. in general, the service is 
going well. Inactive readers should be contacted to inquire about 
continued service or return of machines. 

Follow-up is a daily activity. 

A. When a patron was registered for the service (3.1) you 



wrote his or her name in the Calendar Register three 
months from that day. This was to make follow-up 
easier and consistent for all patrons. Every day when you 
check the Calendar Register for calendar patrons, you 
will also check the calendar page for this month and 
today's date for names with various codes after them 



B. Pull patron folders of those names on the calendar marked 
FOL. Check the patron folder to determine if any of the 
following have happened; 



(2.3): ^ 



FOL 

TEM 
RES 
DEP 



Follow-up 

Temporary patron follow-up 
Resume service (5.4) 

Deposit collection letter (3.4; A3. 12) 



The original books have been returned 



Other books have been ordered sent 



Books are returned regularly 



If no books have been retuj'ned or if no new ones sent, 
call the patron to see if there is a problem or if the 
patron wishes to continue service. 
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3.6 Continued 



D. If you can't reach the patron by telephone, send the 
appropriate letter (A3. 9). 

E. If patron wishes to cancel the service, follow pro- 
cedures in 3.7. 

F. Pull folders of patrons marked TEM. These patrons should 
be called to determine if they Ltill need the service. If 
5o, they should become regular patrons. Create a general 
file folder for this patron (2. IB) and put application in it 
and file the folder. 

G. Pull folders of patrons marked RES. Call patrons to 
verify that service should be resumed that day. If not, 
put name marked RES on the calendar on the new day to 
resume, or three months ahead to re-check. 
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3.7 Cancellation of Patron Service 



To cancel a patron's service you need the following: 



- Patron folder 



- Statistics sheets 



- Maohine Inventory Manual 



- CMLS Handbook 



You will cancel patron's service if the patron is inactive, deceased, 
or doesn't wish to receive the service any longer. 

A. Pull patron folder. 

B. Check to see if all of the books have been returned. 
Check patron card file to see if machines and 
accessories have been returned. 

C. Try to telephone the patron (or the .contact person if 
patron is deceased) to ask that the books and machines 
be- returned. If you can't reach the patron by telephone, 
send a letter asking for return of materials and 
equipment (A3. 11). 

D. Follow procedures in Machine Inventory Manual for recording 
machine return. 

E. Follow procedures in. the CMLS Handbook to remove patron 
from mailing list and magazine subscription lists. 

F. Pull original application and any correspondence from 
general file. Put the application inside patron folder if 
the patron is inactive. Discard any correspondence, enve- 
lopes, or other -material in the folder. If the patron is 
deceased, discard the patron folder and general file 
contents. 

G. Write today's date on line 5 next to '^Service Cancelled." 
Use the codes in 3.1. If you know the reason, enter it 
in line 5. 

H. File the inactive patron's folder with the application in 
the Cancelled File (2. ID) in the current year. Discard 
or recycle the general file. 

I. Record cancelled readers on the Daily Statistics Sheet. 
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3.8 Magazines - Cancel Subscription 




To cancel magazine subscriptions you need: 

- Patron folder 

- CMLS Handbook 



Follow procedures in the CMLS Handbook to cancel a 
subscription. 

Record the date the magazine subscription is cancelled 
in block 17 on the patron folder using same year, month, 
and day codes as in line 6 (3.1). 

If Soienoe Digest is cancelled on July 9, 1981, it 
will look like this on the patron folder: 

Date Started Date Cancelled 



Magazines (Code) 


yy 


nun 


dd 


yy nun 


dd 


TBT (TBT4) 


80 


04 


03 






Music Journal (MSJ4) 


80 


04 


■03 






Soienae Digest (SDll) 


80 


04 


03 


81 07 


09 



C. Count cancelled subscriptions for statistics, 
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4. Book Circulation and 
Collection Maintenance 



The procedures for distribution and control of the materials are in 
this section. These involve the check-in and check-out proce(^ures, 
book selection, reserves, damage check and weeding, as well as 
procedures related to the smooth operation of the system such as 
the recording of patron requests and communication. 

It is recommended that a daily order of work be established and 
adhered to in order to maintain an efficient system. The order 
will depend on several local . conditions such as when the mail is 
picked up and delivered. Many activities will take place simultane- 
ously depending upon the number of staff members and each staff 
member's responsibilities. A suggested order of activities follows. 
It assumes a morning mail delivery. 
^ ' I 

1. Incoming mail separated by RC, RD, and BR containers. 



2. Check for damage. 

3. Apply weeding sticker. 



/ 

/' 



4. Re-shelve books. • / 

/ , I 

5. Send bookcards in envelopes to reader advisors, 

6. Check-in books, 

7. Re-file cards in the In File. 

8. Fill reserves from books returned. 



9. Complete book selection and check-out for turnaround 
patrons. 

10. Check Calendar Register for today's patrons and follow- 
up. 

11, Complete book selection and check-out for calendar 
patrons. Do folldv-up. 

' 12. Count bookcards in envelopes for circulation statistics. 

13. Send bookcards in envelopes to stock clerks for retrieval 
and mailing. 

Other activities which may occur on a daily basis, such as establish- 
ing or changing patron records, follow-up, and transfer, should be 
included in the daily schedule so that they are completed regularly. 
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4.1, Recording Patron Requests 



To record patron requests you need the following: 

- Patron folder 

- List of requests from Talking Book Topics, Braille Book Review, 
or other source sent or telephoned in by patron 

- Red pen 



There are two kinds of requests that your library can receive: 

1. A request that can be filled any time the book is 
available 

2. A request the patron wants as soon as possible 

Patrons should be encouraged to request specific books using TBT, 
BBR, catalogs, or other sources. In addition, the patrons should 
be encouraged to indicate the five books which should be sent as 
soon as possible. The patrons should be asked to circle the book 
number on the order form. 

Both types of requests are recorded in the same way with one 
difference. The req c^pts are recorded on the inside of the 
folder in the section that looks like this: 

In Out # 
II II 01 

. . 02 

I T 03 



You are concerned only with the column labeled # when you record a 
request. 



R egular Requests 

Requests will come to you in many different ways, including over 
the telephone. For this example, we will say that the request 
came in on a TBT order form that looked like this: 
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4.1 Continued 



Adult 


Adult 


Nonfiction 


Nonfiction 


□ RD 11990 


□ RC 10981 


□ RD 12026 


>^RC 11406 


RD 12032 


□ RC 11421 


□ RD 12033 


□ RC 11448 


SI RD 13001 


□ RC 11450 


(^RD 13002) 


^RC 11506 



You will record a patron request in the folder using part of the 
RD and RC number and a code for patron request. This code is 
P = patron request. 

To record RD 12032 you will write the following in the column 
labeled ^ on the li e labeled 32: 



P = Patron request 
D = Recorded disc 

12c All numbers of the book number except the last 
two numbers; these are already printed on the 
form at the right margin. 

To record RC 11406 you will write the following in the column 
labeled # on the line labeled 06: 

P = Patron request 
C = Cassette book 

114 - All numbers of the book numbei except the last ' 
two . 

This patron requested two books with book numbers that end in 
06. Record the first request in the column labeled # that is 
farthest to the right. Record the next request in the next column 
to the left, labeled #. 

When all of this patron's requests are recorded, the folder will 
look like this: 
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4.1 Continued 



In Out # In Out # In Out # 



1 




1 




1 


PIil30 


01 


1 

1 




1 




1 


P2>J30 


02 






1 




1 




03 






1 




1 




04 


—I 




1 




1 




05 


1 




1 


PCI 15 


1 


PC//V 


06 



1 




1 




1 




31 


1 




1 




1 


PD/ZC 


32 


1 




1 




1 




33 






1 




1 




34 


— ^ 1 




1 




1 




35 



NOTE: Braille requests are recorded the same way using BR 
to indicate braille arid BA to indicate limited 
production braille. You will have a separate folder 
for braille patrons (4.4). 



Requests to be Filled 
as Soon as Possible 



If this patron has indicated on the TBT or BBR form by circling the 
book number or another way that he ,or she wanted to receive RD 13002 
as soon as possible, you will circle it in red. When a person 
sending books, to this patron sees a red-cir,cled book, he or 
she will know'to send that book first, or as soon as it is ' 
available. ^ (See 4.5 Reserves and in 5.1 Interlibrary Loan,) 

This is a request wanted as soon as possible, RD 13002. It looks 
like this on the folder: 
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. 4,1 Continued 



In Out # 


In Out 




In Out 


# 




1 




1 




1 


PT>I3C 


01 


1 




1 




1 


(fbizcl 


02 


1 _ 




1 




1 




03 






1 




1 




04 


1 




1 








05 


1 




1 


PCI IS 


1 


PCI/V 


06 








1 




1 




1 




31 


I 




1 




1 


Pl>/ZC 


32 


1 




1 




1 




33 


1 




1 




1 




34 


1 




1 




1 




35 



If books are selected in advance or at the time of check-out by 
someone other than the patron, for instance by the librarian or 
reader advisor in your library, no code is needed. 

NOTE : This form is designed for NLS numbered material but it . 
can be used for any material that has a number code. 
Use the fori" the same way to record patron request but 
add a prefix to differentiate it from NLS material. For 
example, MSL - 935 is a Michigan-produced cassette. Or* 
the form it—would look like this: 



In Out 




In Out 


# 


In Out 






1 




1 




1 




01 


1 




I- 




1 




02 


\ 




\ 




1 




03 










1 




04 


1 




1 








05 


1 




1 




1 

1 




06 







1 




1 




31 






1 




1 




32 






1 




1 




33 






1 




1 




34 






1 




1 




35 



Be sure that each reader advisor knows and uses the 
same prefix. 
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4.1A Supplement to Patron Folder 



To add supplemental sheets to. the patron folder you need the 
following: 

- Patron folder 

- Extra sheets of numbers (Appendix 8) 

- Transparent tape 



Many libraries have very active readers who continually request 
and/or receive many books. For these patrons it will be necessary 
to have additional sheets to record the requests and the books 
sent. 

A. When one line is filled up, select the supplemental 

sheet with that number printed on it (master in Appendix 8) . 

B. Attach it with the transparent tape on the inside 
of the patron folder at the spine of the folder. 
This will create a "book'' effect with various 
pages of lined sheets with the numbers on them. 

C. As the sheets and folder are filled, continue to 
add supplemental sheet5^ but keep the numbers in 
proper chronological order for easier reference. 



NOTE: When you are establishing this system it is not 
necessary to transfer a patron's entire reading 
history to the new folder. This. would be too time 
consuming. Instead, if your system allows you to 
identify recently sent in requests or reader 
advisor selections, record these and concentrate 
on sending these and recording new requests. If 
your system doesn't allow this, you will need to 
keep the old patron r^^cords as reading histories. 
If possible, these should be kept inside the patron 
folder. 
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4.2 Book Check- In 



To check in returned books you need the following: 

- Envelones and bookcards from the returned books 

- Patron folders 



All books are .^.hecked in using the same steps regardless of the 
type of service the patron receives (turnaround, calendar, or 
request only). As you check in the books, you will separate patron 
folders by type of service before you check out any new books. 

NOTE : This procedure appears before check-out in the mauual 
since it would be done daily before any books are 
checked out. 



Before you begin this procedure, you should have received the book- 
cards in the envelopes from the books returned that day. Stock 
clerks will pull the envelopes when the mail is delivered and send 
the cards to the reader advisoris. 

A. Put all envelopes with bookcards in alphabetical order 
by patron last name. Each reader advisor will have the 
envelopes of the patrons for whom he or she selects books. 

B. Pull each patron folder for which you have an envelope. 



MOTE: In libraries with a great many readers, you may wish to 
do the check- in/check-out procedures in groups, that is, 
do the first fifty envelopes, then the next fifty, and 
so on, so you don't have large piles of folders sitting 
on your desk. You would check the books in, complete 
check-out procedures for those patrons, re-file the 
folders, and then do the next group of fifty. 



C. Pull the bookcard part of the way out of the envelope 
so you can read the book number. This xs so the book- 
card doesn't get separated from its proper envelope 
[Figure 4.2A). 



Read the book number and scan the folder for the entry 
on the folder. Remember, you need to find the last two 
numbers printed in the column on the right, then read 
to the left to find the remaining numbers which were 
written in the folder when the book was checked out. 
In this example, would have been entered in the 

folder on line labelled 43. 
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4.2 Continued 



FIGURE 4.2A BOOKCARD AND ENVELOPE 



<0 



E. Write today^s date in the column labeled '**In /' Put 

the month first, then day, and then the last two digits 
of the year. Due to the limited space, do not put 0*5 
in front of the single digit months or days. The codes 
are : 

Jari 1 July 
Feb 2 Aug 
Mar 3 Sept 
Apr 4 Oct 
May 5 Nov 
June 6 Dec 

When you have checked in 
1980, the form will look 



7 
8 
9 
10 
11 
12 



RD 93A4 and RD 13001 on June A, 
I'.ke this: 
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.4.2 Continued 



In Out ^ In Out # In Out 



















r/>/3c 





























































































01 
02 
03 
04 
05 



When you have checked in all the books for that patron, 
pull the cards out of the envelopes. Put the bookcards 
aside to be re-filed. 



F. Check the type of service the patron receives. This is 
on the folder on line 4 and also coded next to the name 
on the envelope (3.1). If this is a calendar patron, 
check line 9 "Frequency of Service'* to determine if the 
person gets books today. If not, put the returned 
envelopes into the folder. Put the folder aside, to be 
re-filed when the check-.in of all materials is complete. 

G. If the patron is a turnaround patron, you also put the 
envelope's info the folder but put the folder aside.. Book 
selection after all materials are checked in for today 

in (4.3). 

NOTE: Do not add envelopes returned by turnaround patrons to 
the rubber-banded bundles. You will need to know how 
many were returned today in 4.3 Book Check^Out. 



H. If the patron is a books on demand patron, put the envelopes 
in the bundles 5n the folder. Put the folder aside to 

be re-filed. 

I. Re-file bookcards according to 2,2. 

J. Re file folders of calendar and books on demand patrons 
who don't receive books today. 
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4.3 Book Check-Out 



To check out books you neeJ the following: 

- Patron folders 

- Mailing envelopes 

- Calendar Register of Patrons 

All books are checked out using the same steps regardless of the 
type of service the patron receives (turnaround, calendar, or 
books on demand). However, because the frequency with which a 
patron receives books differs, the first part of this section 
discusses when to send books to the three types of patrons. 

Steps for checking out books are in the second part of the section. 
Part 1. When to Check Out Book s 

You are ready to check out books if: 

• All the books returned today have been checked in (4.2) 

• All bookcards have been re-filed in the In File (2.2) 



NOTE: Books for turnaround patrons should be selected first 
since you already have pulled the patron folders for 
these people out of the file. 



Turnaround Patrons 

A. The. turnaround patron receives one book for each book, 
returned. You will know to send a book to a turnaround 
patron if he or she returned a book that day. The 
number of envelopes in the folder, not in the rubber 
banded bundle, determines the number of books to be sent. 

B. Follow steps for book check-out. 
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4.3 Continued 



Calendar Patrons 

Calendar patrons receive a pre-determined number of books the same 
day(s) or date(s) er^ch month. The number of books per shipment and 
the times the books are sent are determined when the patron's 
application i';:r service is processed (3.1, 3.2, 3.5). 

A. Check the Calendar Register of Patrons for today's list 
of persons who will receive books (2.3 Setting Up the 
CaUndar Register of Patrons'). You will check on two 
pages-- the date and the day. If today is Monday, June 9, 
then you would check Monday and the page for the 9th. 

NOTE: On Mondays you will chfjck the two previous dates as 
well as today's date if your library is closed on 
Saturday and/or Sunday. Those patrons who would have 
received books on June 8, for example, will receive 
them on Monday, June 9 because June 8 is a Sunday. 



The pages look like ichis: 
Figure 4.3A Day Register 
Figure 4.3B Date Register 

B. Pull patron folders for each patron who will receive 
books today. 

C. Follow steps for book check-out 
Books on Demand 

A. Some patrons prefer to receive books only when they 
request them and not on a regular schedule. IVhen you 
receive a request for books from this patron, pull the 
patron folder." 

NOTE : Do not confuse books on demand patrons with those patrons 
who receive books on a regular basis but only looks 
he or she selects. These patrons are called '^request 
only'' and this is on' the patron folder in Block 16. 



B. Follow steps to check out books. 
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4.3 Continued 



Steps to Check, Out Books 



A. Select from the patron requests that are written in 
the folder. Select red-circled books first, if 
possible, since these are the books that the patron 
asked to be sent as soon as possible. 

If there are no outstanding requests or the books 
requested are not available, select books for the 
patron (4.6) unless this person is, a "request only" 
patron. < 

B. Record the book number and format code (D or C^ in the 
column marked # on the line which has the last two digits 
of the number of the title you select. Do this for 

each book you select, just as you do when recording a 
patron request (4.1). 

C. Pull the bookcard of each book you have chosen from 
the In File. 

D. Insert the bookcard into the mailing envelope. 

E. Record today's date in the column labeled "Out" in the 
folder. Put the month first, then day, then the last 
two digits of the year. Use the following codes: 



Due to space limitations on the folder, do not use the 
0's in front of the single numbers. 

When check-out is complete the form will look like 
this: 

RD 14031 and RD 12032 were checked in 4/3/80 
RC 13001 and RC 11406 were checked out 6/4/80 
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4.3 Continued 



In Out 




In Out 




In Out 


# 




t 




1 
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F. Separate the RC and RD bookcards (in the envelopes) into 
two stacks, RC in one and RD in the other. 

G. Put the bookcards in numerical order. 



H. Count the- RC nookca" :is and record the numbers on 
Daily Statistics Tiill/ Sheet (Figure 6.2A) . 

I. Send book.; ..yd and ^;f Ve lopes to book stacks for retrieval. 

NOTE: The first yoi*. ^heck out a book to a patron in a 

new statisl :ic?J. ps?T od, put an in the appropriate 
box on liie IS of r'.j patron folder. Put it in the 
first box Tyr Oct -oer 1 through March 30 and in the 
second box b::r .■\;'ril 1 through September 30. 
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4.4 Braille Circulation 



To ci rue late bookiv ;-or patrons who request braille books, you need: 

- Patron folder 

- Application for ::.ervice 

- Requests frorii patrons 

- Mailing labels 



Libraries in the network ^hLch have br ille book collections circu- 
late these material to i:3T.rons the same way that recorded materials 
are circulated. 'Hk l:i^T>v-y has an In File of the bookcards for 
the braille material wnicii is set up and used the same way as the 
In File for recorded r:.:rr.erial (2.2). Patrons who receive 
braille and recorded books have two folders, one to record EC and 
RD information and otie for braille. Both are filed in the active 
patron file. 

A. To <jet ap a bvaille patron folder, follow the procedures 

Circle BR on line 3. 

B. Record requests from BBR, catalogs, or other sources 
or: inside of the patron folder. This is the same 
procedure as in 4.1 except for the format code. The 
format codes are BA for NLS handcopied braille and 
BR for press braille- 
record a patron request for Reunion (BR 3745) as follows: 

P = Patron request 
BR = Press brai lie 

37 = All numbers of the book number except the last 
two which are printed on the folder 

A patron request for Dvugs and Youth: Medical^ PGyohiatHo^ 
*and Legal Facts (BRA 14146) is i^ecorded as follows: 

P ~ Patron request 

BA = NIS handcopied braille 

141 = All numbers of the book number except the last 
two which are printed on the folder 
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4.4 Continued 



When these titles are recorded the patron folder will 
look like this: 



In Out 



01 
02 
03 





1 






1 






1 

I 1 





44 
45 
46 



NOTE: 



The BR and BA codes are for NLS material but this system 
will work for any numerical code used as a book number. 
For locally produced materials, determine a two letter 
code and use it when recording the book numbers. Be 
sure everyone knows and uses the same code for the 
books. 



C. All procedures for establishing a new patron and setting 
up the service are the same as for patrons receiving 
recorded material except no machines are assigned. 

D. Follow check-out procedures in 4.3 to select and record 
books for these patrons. All the steps are the same 

as for recorded materials for each type of service a 
patron receives. 

Procedures Related to Braille Circulation 

3.1 Se tiding Up Patron Records 

3.2 Comprehensive Mailing List System 

3.5 Initial Shipment to Patron 

5.6 Follow-Up on Patron Service 

4.2 Book Check-In 

4. 3 Book Check-Out 
6. Statistics 
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4.5 Reserves 



To place book on reserve you need the following: 

- Patron folder 

- Blank circulation cards (available from library suppliers) 

- Plastic card sleeves with red stripe across the top (available 
from library suppliers) 



There are times when several patrons may request the same book and 
the library doesn't have enough copies for everyone. When this 
happens, you can place a ^'reserve" or hold on the book so each 
patron who requested it will receive it in turn. 

When to put a book on reserve: 

• If you receive requests for books that are not yet 
available from NLS but soon will be 

• If a patron has red-circled books as requested in the 
folder and these are not in for circulation 

If there are not enough requests to fill the patron's 
usual order of books , 

How to put a book on reserve: 

A. On top of a blank circulation card write the RD, RC, or 
braille number. Under it write the title and author of 
the book. 

B. Write the name of the patron for whom the reserve is 
being placed. ^ 

C. Write today's date next to the patron's name. 

D. Put a plastic sleeve over the card with the stripe at the 
top. This will make it easy to see the card when it is 
in the file. 

E. File the bookcard in the proper numerical order in the 
In File (either braille or recorded material depending 
on the card) . 
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4,5 Continued 



To put more patrons on this reserve list, write their 
names and the date added to the list under the ones 
already there. 



FIGURE 4,5A RESERVE CARD 




DATE 


ISSUED TO SENT 























































NOTE: If there are five names on the card or the first person 

has been on the waiting list for 4 weeks, the book should 
be requested on interlibrary loan (5.1). Each reader 
advisor should review all the cards in his or her In File 
once every 4 weeks to find books to be requested on ILL. 
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4,5 Continued 



When you re-file bookcards from checked-in books (4.2), 
you will find some of the books that are on rese- 

When you fill a reserve you will usually send the book to 
the person who is first on the list (see second "NOTE" below) 
Send the book to him or her following check-out procedures 
(4.3). 

If there are other patrons waiting for this book, write 
today's date after the patron's name on the card. Re-file 
it in the In File in numerical order. If there is only one 
name or this patron is last on the list, throw away the card. 

A reserve card for a book which has been sent to the first 
person on the list will look like this: 

FIGURE 4.5B RESERVE CARD WITH FILLED REQUEST 



iic iznz 



DATE 


ISSUED TC SENT 
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4.S Continued 



You should check reserves once a week so patrons don't 
wait longer than the 4 weeks. 



NOTE: It is recommended that books that are on reserve have a ^ 
card enclosed in the container which urges the reader to 
read che book quickly and return. A sample card is in A3. 7 



I. Go through In File and check ail reserve cards. You 
will recognize them by the red stripe on the plastic 
sleeve on the top of the card. 

J. Check the date the first person was put on reserve. and 
the number of people on the list. If it was 4 weeks 
ago, or more than five people are waiting, request the 
book on ILL (5.1). 

K. Books on reserve should be returned by patrons as quickly 
as possible. You should check the date other patrons were 
sent the book. If a person has had the book 4 weeks 
or more, send reserve recall notice (A3. 6). 

NOTE : The purpose of a reserve list is to keep popular books 
in circulation and to insure that everyone gets a turn. 
If you discover that the person who is first on the 
reserve list for a particular book already has many books 
out or hasn't returned nny recently, go to the next 
person on the list. This is particularly appropriate if 
the person who is next on the list is not due to receive 
books for a while. 



Procedures Related to Reserves 



2.2 In File 

4.2 Book Check- In 

4.5 Book Check -Out 

5.2 Overdues 
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4.6 Book Selection 



To select books you need the following: 

- Patron folder 

- NLS microfiche 

- NLS Form LC 73-135 (l-igure 5. IB) 

- Catalogs of other agencies offering material for readers 



Patrons are encouraged to send lists of requests for books from 
TBT^ BBRj other catalogs, or any sources available to them. 
However, some patrons will not do this or the requests are not 
available. 



Book Selection by Author, Title^ or Subject 
Requests That Are Part of NLS Collection 



A. If patron has included the NLS book number, record it 
as a request in patron folder (4.1). Follow check-out 
procedures. 

B. If the book number is not included, search the NLS 
microfiche for the title. If it is availablv: from NLS, 
record the book number on the patron folder r4.1) and 
follow check-out procedures. 

C. If a patron requests a particular subject, use the NLS 
microfiche to search the subject area. Use the Subject 
File of New Books (2. IF) for material issued since last 
microfiche update. You should also ask the NLS Resources 
Coordination Unit to check its files for other sources. 

D. Check the list of NLS books in process to determine if 
the title will be available soon. 

E. If the book(s) is not available for circulation, place 
the book on reserve (4.5) or request it on ILL (5.1). 
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4.6 Cortinued 



Book Selection of Requests That Are . 
Not Available in ::he NLS Collection 



A. If a book can't be found in the NLS microfiche catalog 
or other sources for NLS-produced material, search the 
catalogs of other agencies such as Recording frr the 
Blind (RFB) and American Printing House to see if 

.it is produced by another ageucy. 

NOTE: Some patrons want only the book's ivhich they /-.V^est'. IrT 
these cases, do not select substitutes. If the requests, 
are not available, put the books on reserve (4.5). 



B. If the book is available, request it for the patron or 
give the patron necessary ordering information. 

C. If the book cannot be found in any print source your 
Library has, send form LC 73-135 for a title search to 
the Network Services Section at NLS. The NSS will check 

' to determine, if another library or agency has produced 
the book or^plans to produce .it. 

D. File the library copy of LC 73-135 (gold) in' the Pending 
Request File (2.1G). This file should be used for follow- 
up when the book's location is requested from NSS or 
other sources. 

E. If the book is not available in the requested format from 
any source, the librarian of the regional or subregional 
library will decide if it will be locally produced or 

an alternative selected. 

NOTE: Patrons axe encouraged to independently request materi- 
als from agencies such as RFB and APH once they have 
received the necessary ordering information from the 
network library. 



F. Call the .patron to tell him or her the status of the 

request. If it' will be locally produced, tell the patron 
the approximate length of production time. If it is not 
available and will not be produced, tell the patron. 
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4.7 Book Retrieval 



To retrieve the books from the stacks you need: 
- Mailing envelopes with bookcards 



A. Once all books are selected, the- bookcards will be in 
envelopes and ready to be sorted by the reader advisor. 
Separate the bookcards in the envelopes into three 
stacks, RD's, RC's, and BR's. Send to stock clerks. 

B. The stock clerk puts bookcards in numerical ordex by 
collection. 

C. Take the book container from the shelf and insert 
the envelope with the patron name showing in the slot 
on the container. * , 

D. '^ag the containers according to your post office 
. ^quirements. 

NOTE : This system recommends segregated shelving of RC, RD, 
and braille containers because this utilizes the space 
more efficiently. The containers are shelved in 
numerical order from earliest numbers to latest 
numbers by format. 
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4.8 Damage Check 



To check books for damage you need the following: 

- Incoming mail 

- Statistics sheet 

- Weeding stickers (self-adhesive labels; see 4.9) 



A. Separate RC containers from RD containers. Each 
container will be opened and checked individually. 

B. Open each RD container. 

C. Count the discs and compare the title on each disc to 
the title on the container; check for broken discs, 
missing discs, bad scratches or other damage. If any 
discs are missing or broken, set container aside. 

If you find extra discs, set these asids. 

D. Put discs of the complete sets in proper reading order 
in the containe. . ' 

If you find a note or message from a patron in the 
container, put it in the envelope with the bookcard. 

E. Open each RC container. 

F. Count the cassettes and compare the title on each 
cassette with the title on the container; check for 
broken tape or other damage. Rewind any cassettes that 
need it. If any cassettes are missing or broken, set 
container aside. If you find extra cassettes, set 
them aside. 

G. Put cassettes of the complete sets in proper reading 
order in the container. 

If you find a note or message from a patron in the 
container, put it in the envelope with the bookcard. 

H. Pull envelopes with bookcards from all containers, 
including damaged books. Send the bookcard in the 
envelopes to the reader advisors. 

I. Put weeding sticker on the spine of the containers of 
undamaged books (4.9). 
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4.8 Continued 



J. Re-shelve the containers of undamaged books in numerical 
order. 

K. Divide the containers which are set aside into categories: 
A) Damaged cassettes, B) Missing cassettes and discs, 
C) Damaged discs. 

L. If a broken cassette is still under warranty, return it 
to the manufacturer for replacement. 

NL If a container is missing an item, write today's date 
on a self-adhesive sticker and put on the spine of the 
book. Wait 6 weeks for missing items to be returned. 
If they are not returned in that time, request a replace- 
ment cassette from regional library or MSG using the tape 
quota. If no replacement for a damaged disc can be found, 
follow NLS instructions for recycling. 

N. If you have found any extra discs or cassettes in the 
containers you have inspected, check the shelf where 
the missing it6m containers are stored. If one of the 
sets can be completed, put the discs or cassettes in 
reading order, remove the date sticker on the spine and 
put a weeding sticker in its place. Put the container 
back into the collection. 

0. Each time you discard an RC or RD, indicate this by a 
slash on the statistics sheet. 

When you discard a book, change the number of copies on 
the shelf list card (2-lH) by subtracting those you 
discarded from the number on the card. 

P. Pull one of the bookcards for each container discarded 

from the In File. Place with extra bookcards in numerical 
order. 

Procedures Related to Damage Check 

2. Establishing and Maintaining Files 
4.9 Weeding 
6. Statistics 
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4.9 Weeding 



To ^et up the weeding process you need the following: 

- Monthly circulation statistics for last year 

- Self-adhesive blank labels 

- Monthly Statistics Tally Sheet [Figure 6.2C) 

- NLS XESS from 73-L-122aA 



Weeding is a process which allows you to discard books which do not 
circulate to your patrons, thereby making room for new books. In 
this system ic is un ongoing process with a particular period set 
ar.ide for actually discarding the books. 

A. The librarian should examine a year's worth of monthly 
circulation statistics to determine the months in which 
circulation is lowest. One of these months should be 
designated "weeding month. *^ 



NOTE: Libraries should refer to the new excess and redistribution 
procedures in NLS Network Bulletin numbers 664 and 686. 
Select an appropriate month which corresponds to the excess 
schedule for the network. 



B. The first time a book circulates and is returned, a 
blank label will be put on the spine of the book before 
it is re-shelved. This label indicates that the book 
has been sent to one patron during this period. 

C. Each year during "weeding month" all books which do not 
have a label will ^"^e examined by the librarian. The 
librarian should go shelf-by-shelf reading titles which 
have not been circulated that year. A title-by-title 
decision will be made based on the librarian's judgment 
and knowledge of the collection as to which books and 
how many copies will be discarded. 

NOTII In weeding the collection, the librarian should folJow 
Standard 4.2.7.5.2. 



0. Make a numerical list of the book numbers and number of 
copies of each which are to be offered on XESS 
Form 73-L-122a^\. 
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4.9 Continued 



E. Afce>. xcess procedures have been completed, books to be 
weea hould be pulled from the shelf. 

F. Change : ^helf list by subtracting the number of copies 
to be disc -1 from the number in the upper right hand 
corner of t .; -^if list card. 

G. Pull one ca- ^ ^ :.j ^he In File for each container weeded. 



I iV:"^TE: After the bLr^I: ^ u-A^ Ti^ve been used for a year, they" 
j can be ro-u.. --^ fo^ ti. 3 r:)-/t weeding period by marking 

j the label ivit:^ a feli: marrcer the first time the book 

circulates i-^axing the next weeding period. 
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4.10 Communication 



To set up t^.e communications procedures you need the following: 

- Telephone 

- Various form letters (see A5) 

- The Calendar Re^^ister of Patrons 



Frequent communications between library staff and patrons will 
help insure that patro;is receive what they need. The following 
are the minimum communications that should take place between 
library staff and patrons, 

A. Each new patron she aid be called by the reader advisor 
who wiil be sending the books to that patron. The call 
provides vhe opportunity to verify information on 'che 
application for service and to secure other information, 
such as readiag interests, if it is' needed (3.5). A 
letter of welcomo with a description of the service 

si :'uld also be mailed with catalogs when service is 
established. 

B. At the time the new patron folder • s established, the 
prtron's name should be placed in a calendar register 
o months from that ci::te. Library staff should check 
th( patron's folder in 3 months to see if the patron 
has been returning and receiving books or submitting 
request list.s, If there appears to be a proble^^, 
e.g., nc books have been returned, the patron should be 
-tailed (3.6) . 

C. Because patrons are encouraged to submit requests, form 
letters for that purpose are in A3. 8 and A3. 9 

D. Overdue notices are discussed in S. 2. 

E. Patrons should be kett infornied oi interlibrary loan 
requests. When status reports are received by your 
library, this information shoulci be forwarded by letter 
or telephone to the pacron. 

F. Patrons who have not read a book d uring the past year 
are considered "inactive^* (procedures for counting active 
readers are in 6.1). An effort should be made to query 
these people and, if possible, make them "active" once 
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4.10 Continued 



NOTE 



again (3.6). There is a letter for this (A3. 10) but 
personal contact is recommended. 

Any patron- initiated communication should be answered 
within 2 days of receipt and in the format agreed upon 
when the request was made (Standard 4.3.1.1). 



All typed or printed patron communication should be in 
large print. Each network unit should have a large type 
typewriter or another way to produce large type 
materials (4.2.6.3.1) . 



Procedures Related to Communication 



5 . 


5 


Initial Shipment 


3. 


6 


Fol low-Up on Patron Service 


3. 


7 


Cancellation of Patron Service 


5. 


2 


Overdues 


5. 


3 


Temporary Service 


5. 


4 


Suspension in Service 


5. 


6 


Transfer of Patron Records 
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5. Temporary and Support Activities 



The procedures described in tills section are those which may not 
occur regularly but which are necessary to the daily operation of the 
circulation system. The procedures include overdue notices, 
interlibrary loan (ILL) procedures, and those which temporarily 
change a patron's service. Procedures for the transfer of patrons' 
records are also included. 
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5.1 Interlibrary Loan 



To request books on interlibrary loan you need the following: 

- Patron request 

- ILL Forms (LC 73-121D and LC 73-135) (Figure 5.1A anu ..IB) 

(i 

Interlibrary loan will allow you to obtain books for your patrons 
that are not in your library. The NLS network has procedures 
and forms .established for ILL, which are described in detail in the 
Network Library Manual. Those procedures should be referred to 
when you use this section. 

You request a book on ILL for one of the following reasons: 

• If the patron needs the book for academic purposes 

• If five or more patrons are on the reserve list 

• If any patron on the reserve list has been waiting 6 
weeks or more 

• If your collection does not have a permanent copy of 
the book 

• If the book is not produced by NLS 
ILL of NLS-Produced Materials 

A. Fill out NLS Form 73-121D (Figure 5.1A) 

B. If you are a subregional library, keep Copy A and file 
it in Pending Request File (2.1G). 

C. Send all other copies to regional library. 

D. If you are a regional library, keep Copy B (throw Copy A 
away) and send the other copies to MSC. 

E. Keep the patron updated on ILL status (A3. 15). 
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5. 1 Continued 



Other Material on ILL (see also 4.6 Boo]< Selection) 



A. If you receive an author/title request, check the NLS 
microfiche to see if it is available. 

B. If it is not there, check catalogs of other agencies 
such as RFB. 

C. Send NLS Form 73-135 to the Network Services Unit 

if you can't find the book in any source in your library. 

D. If the book is not available, the librarian will decide 
if it will be locally produced. 

E. Inform the patron of the book's availability and plans 
foi its production. 



NOTE: Libraries may have different procedures depending upon 
the relationship among the subregional and regional 
libraries and MSG. If your procedures differ from the 
ones here, add your procedures to this Handbook. 



Sections of this Handbook and 
NLS Procedures Related to ILL 



4.5 Reserves 

4.6 Book Selection 
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5. 1 Continued 



FIGURE 5.1A FORM LC 73-121D 



Interlibrary Loon Request 



letter prefix ond book number 
□ SUBMASTER . □ Cosserte □ Open Reel 

Dote • 



Ubrory:_ 



SENT 



DATE 



RESERVED: 



RESERVE SEMT: 



f LC 73.iaiD (»/77) 



TAPJNG 

IN PRCX:E3S: 



TAPE SENT: 



FREE 

Motter for the Blind 
or Handicapped 



Address Label F 
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5.1 Continued 



FIGURE 5. IB FORM LC 73-135 



INTERLIBRARY LOAN SEARCH REQUEST 


REPORT 




Not needeo after 


Book No . ; 

; □ Sent 


Aaapesa oi Kcglonal or Subregional Library: 

• 


□ Material sent: ' ' 

TTW SENT BECAUSE: 

□ All copies in circulation; on reserve 

□ Available from MSG 

□ Available from regional library 

Q New title being sent from produce:- 
n In process for 

□ Book under consideration 

□ Available from 


SEND TO PATRON: 


□ Send to Library 

□ DO NOT SEND 

□ Recommend prod, if n/a 
mass ltd. 

□ Refer attached LC 73-128 
if n/a (copyright clear.) 






Author : 
i'lcir- 


Verified in: 

□ bif 

n other 


□ Referred for addition to collection 
□ Not available ''rom any source 
□Not available in ; 
available as 


Subject search: 


□ Music 
Search 


□ Not available in recorded form recuested: 
available as 


Will accept: □ rd Qrc LmT □ BR □ LT 


□ other- 


Return Address: 




Library of Congress 
DBPH - Interllbrary Loar 
Washington, D.C. 20542 


I 


Searched by: 


Date : 




Reviewed by: 


iiu;«norxzea ny : 

73-13^? (rev u/78) ■ 


Distribution: White-DBPH. Yellow-DBPK Action," 
Pink-Regional/Subregioniil , Gold-Ori^ inator 
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5.2 Overdues 



To send overdue notices you need the following: 

- Patron folder 

- Overdue letter (A3. 6) 

- Reserve cards in In File 



A library should send overdue notices for reserve books that have 
been kept by a patron longer than 6 weeks. In addition, notices 
should be sent to calendar patrons who do not regularly return 
books but who regularly receive them. 



Reserve Overdues 

A. As you check the file every 4 weeks for reserves to send 
for on ILL, also check the date to the right of the names 
on the reserve cards. If the date is n.ore than 4 weeks 
ago, prepare a letter (A3. 6) with that patron»s name and 
address and enter the book number in the blanks.* 

B. As you add names to the reserves according to the ste^jj 
in 4.5, check the date on the card that the last person 
was sent the book. If it was 4 weeks ago ,or longer, 
/end the patron an overdue notice (A5.6). 



C. If nc results are achieved through correspondence, call 
the patron to determine the reason the book has not been 
returned and request its return. 

D. If patron says the book was returned indicate this with 
an in the In column. 



OtI>er Overdues 



Reader advisors quickly get to know the people they serve since 
they work -with the patron's records and often talk to the patron:; 
regularly. The reader advisor will also learn who does not 
return books as regularly as he or she receives them. 

A. When you are checking out books to calendar patrons 
check the number the person already has out. You 
can do this by scanning and comparing the "In*' and 



The number of weeks may differ from, library to library because 
of mail service or library pol '.cy. A'-^apt the loan period to 
local needs. 
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5.2 Continued 




"Out'' coliomns. You may. 3ilscf he able- to tell "by the 
supply of envelopes* in the folder, if all of the original 
12 are out, it is likely that the patron has i2 books . 
but double-check using, the In/Out columns, 
* ■ . . ■ ; ^. _ ■ ■ . / ' 

If the patron has 12 or more books out* and- none ^has been 
ret^imed since the la$t check-out ^iate, send the patron 
a /letter' (A3. 10) but also send him or her Ifhe usual 
number of books. This will give the patrori a chance to 
respond to the letter ' but will not' deprive the patron 
of reading material. , X 

If results are not achieved by ' correspond ence, c^l^ the 
patron to request that the books be returned or to 
find another solution to the problem. 
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■■ < # . 

■• ' a . *■ ■ , ■ ■ . . ■ ■ ■ 

5^3 Temporary ServiQe 



Lis/. 



<To establisH J:emporary service you need the following: 

Ap)lication for service 
- Blank patron folder . 

^^^??^%^^ho have temporary . disabilities are eligible to receive the 
selA/ice - All disabilities ;-fivhetlier permanent or temporary, need a / 
certified application. / 

; Est£^^ a/new patron folder as in 3.1 but , do not create 
l> a .genera folder. /Instead, put the application in the 
\ patrion folder. / 

Assign a machine(s) according to procedures in 3.5.^ ^ 

^G: Write -the patron's -name on the calendar register on the 
- . Ivy. date" the' disability is expected to end or 3 months/ from 
^ "^^^ earlier C 2 . 3),. " ^ 

Follow regular procedures fox check-out and circuiatioh/ 

> . '^""^S^^of materials. ' 

When the date the patron Vs name is on th^ calendar ! arrives , . 
A.jpull th^ folder and make a follow-up call to see if patron 
* ^f^'is ready to "return the books and equipment pr to become ^a ^ 
; J permanent patron. 

If ^the seirvice is ho' longer rieisded, put the folder in the 
/ Cancelled File (2.10) s.o it will be counted in the active 
reader statistics.v ' . 



Procedures Related to Temporary Service 

3.1 Setting Up Patron Records 
_3.1 Setting Up Galendar Register of Patrons. 

3. 3 Machine Assignment • 

' ' ^ ' ' ' ■ . ■ 1 • • ■ - 

3.5 ^Initial Shipment ' 

■ ■ ' ■/ . ■ ■■ ' . ■ 

4.3 • Book Checkr-Out - v ^ • - ■ 
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5,4 j Suspeij^^on in Service 



To susgend service you need the following: 

- Patron folder / " » ■. »'• 

-Scratch card ' 




Sometimes a patron will ^^dsl/t6^t^e discontinue service ' 

fpT a brief period of time.' This pi:gcedure >alsp applies When a 
l^atron moves temporarily and' gets service from another unit in 
the network. - 

A. Pull the patron folder. 

B. On a scratch, card '.vhrite the patron's name, today' s "'date, - 
date service is ta^>i:esume, and your inlitials. If the 

; reason for the temporary hold is knowil, th^t infarmatio^ 

should also be inciuded. This will al'ert the reader 
advisor not to send any new books. /; . w 

Q. : Write the patron's name on the calendar register on the 
date service is. to resume (3.6). If the ''hold" is 
Undefihite, place the patron's name on the calendar 
.^''weeks from notification to stop the service so that 
follow-up can Be done. / ' • . 

D. If necessary, follow procedures /ia^^^ for 
temporary suspension in service. 

E. /When patron's name appears on calendar register, call 

to verify service is to be resumed that day. 

F. When the service is resumed, throw the scratch card 

■ " away. . . ' ■ ■ . ' . , " ■' ■ ' \ 



/ 
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Temporary Change of Address 



To ■ changed a pktron' s address 

..- patron^ folcjer ^ , 
'.- Scratch card ' . - . ■ 
^ - ^^ailirig enveloped ' / ; • 
Felt n^arker * 



you need the following: 



A patron may, change addresses teinpdratily and- wish to. continue to 
■'receive service at- the new address'. ' . ^ . . . , 

; V ; A. Pull the patron folder. ^ " ■ J. . 'C^■■■ 

B. Make a new ad^ess .plate. /Attach it\ to a scratch, card. 
. ' , Wri^e. today' s date, date patton will fetum- to permanent 
address, and your initials. Put the scratch .card in ^itlie 
folder. . • . ' . ' • 

C. v When books , are. returned, save the old envelopes. Add these 
'xto the loibber banded bundles- in the folder. Make new / 

envelopes with ^ej' .temporary address to mail books. ; 
■ Mai^^the new enveSop'es with a red "TEM" in the lower - 
right-hand corner, . * 




FREE 



BLIND OR 
HANDICAPPED 



i. •, - -v -rs^i?^^..- -- : -^ :z 
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5,5 Gontinued 



/ 



D. Write patron name on d'alendar register (2, 3) on day 
service_ati:p.ermanent address^.esumes, . \. : 

^' / ' . - ; : ■ . vj^; '. . - . /' .- 

£• If patron 'will be .jat. the temporary * address for an 
Extended period, /follow CMLS Handbook prbcedures to 
add a- temporary addrej^s, ? - , '*< . 

F. When permanent service resumes, throw away the 
temporary envelopes and, the address plate, - 
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5 .16^ Trauisjer to Patron: R To o<. 

^^^^^'^X;om )^ Network L^^^ 



T9 transfer, a patron'' s . reco'rdsy^u^eed the fol lowing : / 



'6: : 



- Patron folder-. 

. ' ' ■ * ^* • 

.^ transfer (LC ,73-1243 

- Explanation. 'b'f - patron . f oldej (A5) 



Readers may move out of the. area served by your library^ or may 
move into your, ar.ea from another network library. I^yeithervcase, 
their repords are , transferred from one library to < another, ^^^^ ^ 

Transfer pf Records from Your . " 

Library . to Another Libraxy . 



EKLC 




A. Pull both; of the patron's folders when the' patron noti<fies 
you he or' sh*e is moving; DiscarU the items in the 
general file, ^^xcept the application. . * ^ 

Fill out NLS. Form LC 73-124. ; ' \ ^ ^ / . . 

,C. If the patron is taking his machine(s3 with him, pull 
^machine record. Follow other procedures iTi'-Mac^iine 
Inventory Manual for. transfer of machines. * v^-Hv - , ^ 

. Follow procedures for change of address (if you|;Know the. . 
■ new addrq^s) in ' CMLS Handbook. / ? . " . ' 

E. Send the' following to the patron's new regional library: 

, . • White copy of NLS Form LC 73-124 

\ • ■ . . ■ ■ ■ ■ 

/ • Pgitron folder^ ^ ~~ ^ . ' 

Explanation of patron folder (A5) 

Machine record cards [i^ he takes machine(s)] 

1 * / '1; • Original certified application for service 

• ■ * ■ ■ ■ / ■ ' 1 1' •' ■ ■ ■ ' • ' ■' ' ' 

F_y7/l5ehd^^^^ (A3. IS)* with the canary j)age of the , NLS 

; 7 ioT^jzp. the patron informing him or, her that his records 
/ / vf / hWv^/been sent to the new library. ' "-^ ' ' ■ . 
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5.6 ^ Corit'i^ue^ ^ 



;;*13.- Tf this patron is a braille user and the new. regional " y- ' ^ 
r library dpefe notvhave braille send patron' s'- braille ;'ir> 
\' ^ folder, explanation, sheet, and golden copy of'NLS f orm . :^ " 
, . ' to patronjs hew braille libraryT &end patron . -a let1:er 
about the transfer of braille records (A5.15) .' , 

• H. ^ile the. pink copy in the Cancelled File (2.10) in the 
folder marked "Transfer.^'' Make a" slash mark oh the^-/ 
stat;istics .sheet (in front of transfer folder) for dlach '. 
media format the patron receivg^and in adult or juvenil-e ■ 
columns. These will b^tptalTed at/the end of the' 
• statistical period and ^dded to the report. <- ' . . 

. I . Sen^^. gree» copy to the machine agency (if -/different from v 
• your^ library) for. action and/or filing. • v ^ 



NOTE: All records Should* be transferred within, three (3> . 
'■y S . working days. (Standard''^. 3! 2.1.^ v . " • 



Establishing a Transfer Reader 



A. - When yoa^^receive. a foVm' and/or machine records from >. 
> another Jab'rary ypu will set*- up a new patron folder as 

in 3:1.: . ■ . ■ • . » . : 

B. Transfer all information from olci records to the new 
folder. You may w^nt to; keep the old record as' a\ 
reading history if :^is. person has been a heavy reader."' 

C. If necessary, follows procedures fox machine assignment - . 

■ -(^3).; ■ ■ - .. ■ |1 ' • ■ V. , , ■ V \ . - 

□ . Complete change "oT adores s procedures in the CMLS Handbook 
' ■■ if the old regional lij)r.ary did not do this . 

■■ ' ■ ■ ^ ■ \ _i • ' . • 

E. Record the patrph's name on* the calendiar register for 
follow-up (3.6)\ 'i . 

F, -Call jthe patron as you Jwould for any^new partron. Send 
the patron a welcome letter CA3.3) and a shipment of 

'books (3-5). — v' 
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5.7 New title Processing 



To process new .titles you need the following: 



V- Shipment of nqw books 



Daily Statistic^ tally' Sheet (Figure 6.2A) 
Shelf List . File (2. IH) " ' 

■Extra Book card File (2.1J) . 
In |ile Y ; > . , 

Subject File of New Books (2. 1F> , 



Rubber stamp or other identification stick-er with libfary name ' 
and' address ^ . ^' 



Open shipment ^of books. Each book should have' ^ an address 
label and two bookcards., ^ . - * • * 

B. Pull address labels and bookcards, ... ^ 

... 

C. At the bottom, of , each address label there will be a line. 
* indicating "the number of copies jJer title your library 

should receive (allotment number) and the copy number of 
this book". ■ ' > - 



P D BOX 6085' 
LUUISVILLE-jKY; AdZlsB 



. FREE MATTER 
. ■ FDR .THE BLIP 



OREGDM STATE ilBRARV ...'s^^ 
SERVICE? T/T BLIMIi 5. PHYS UDCRI) 
555- I3Tfl-STR;EEr H 'E 
SALEM- DR 97301 * ^ . 
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5.7 Continued 



NOTE; . .This system does not recommend assigning individual 
,»copy n^b ers to each boo^. * ' - ' , 



D. • Check that the library has received all copies of its 

allotment by checking numl^er received with the secbnd. « ■ 
" -number of the allotment number line (2 of .4) . If you ^ 
. ' do jiot xeceiv^e the ftiU allotment, usd the NLS form to * 
notify- your regional library or the MSC when you receive 
; ' the monthly list of titles produced^ 

Throw away; the address label once you have recieived all 
copies in your allotment - V * ■ > ' 

On one* of the NLS bookQards writ^ the number of cdpdes "v. v ' 
received for that title in the upper right hand'comef. 
Pile that card in the Shelf Li sT -File 02.'1H3 in. numerical • 
' ''order. '> ' : ^ ■ 

. ■■ • • ' • . ■ ■■■ . ^ ' ' , •" 

G. . Put one card for each container received ii) the In File ^ ' 

■ ' in :numerical order, (2.^X- -*Check for reserve books as . ' " • 
■■ you file .(4. S)*:, --^ .-j'- . 

H. Put one bookcard fot ^eac]i subject for'e*ach book (if ' 
availa.ble) in tfta Subject File of New Books ■ (2 . IP) . . - 

.Today's date should be written in the .upper* right corner. 

I. . All extra bookcards should be 'filed in numerical" order 

in^Extra Boo'kcar.d File to replace lost or damaged cards 
; (2.1J).. ■ " • : \ . ' 

J. Count containers to add- number of containers to daily ' ^ . 
statistics sheet.' Count number of titles received and * ^ 
record .oii daily statistics sheet. " ' ' . . * 

K.' Mark each container inside and --outside with 'the.Vname ■ 
and addres,s^ of your Tibrary. In case an address label . 
is lo'st the book can be identified and returned. - . 

■ ■■■■ - ^ ■. - ; • Y ■ ■ ■ • ■ ' 

L. Shelve bojqk^ according to format and book number. 
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. Statistics' 



There are several sets of statistics to report foY evaluation 
and planning purposes. Statistics are kept daily, added ] - 

monthly, and reported* to NLS twice a year. Your library " ' 
may also be required to report to its admini^ration on a monthly/, 
and/or yearly basis. y- > ' ./ 

Four ..general categories of .statistics are kept : • . '■. . 



1., "T^eaders. and :Readership - How ^any readers, individual 
and deposit collections »used the serVice in this.. 
statistical period? What formats were used -by; how 
many people? ' . * . \ " 

2. Circulation - How many books in th^' various formats 
were sent 'to readers during this statistical period? 

3. ' Collection - Howbig is the collection? "How many^' 

books were added or withdrawn during this statistical 
period? *^ ~~ ' 



4* Equipment^- How njuch equipment was received, as'signed, 
disposed of, in repair or awaitijrg a^^ignment?. 



It should be noted that except for the statistics required by 
NLS, tHg network libraries record and ri^pt^ft a wide, variety of . 
statistics, The^ variation is ^ .result of local: library require- 
ments* The statistics which are ofescribed' in. v^Jiis section . ' 
reflect those which were jaost. of ten' recprided a^^^ the frequency J'", 
they were reported by the network libraries r^eviewed as part^ of . 
this study. The section is designed to facilitate the reporting 
of'the NLS required statistics. Each library^ should examine, 
its local reporting needs and the frequency requirements and.- 
adapt' the sample .statistics forms accor-ding to those needs. 

The four categories are explained in this section. Figure 6A' ' 
shows which procedures in the\ Hdridboak generate stati^ics and 
where to record them on \he Daily Statistics Form. - A more 
detailed discussion, of NLS statistics and definitions of terms 
can be foynd in the Network, Libravy ^Manual, Appendixes contains 
masters for the tally sheets. ' . ' •. 



. ... ■■ ■ u . , ■ , -• . 'i^K 
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FIGURE 6A DAILY STATJISTICS TALLY SHEET 



. Date ■ 




RD 
A . 



RC 
B 



'i^Open 
Reel 

c ■ 



Count by FormUt 



.Braille 
'D 



Large * 

Type' : 
E .• 



Other 

' F 



zines 

G ■ 



Adult 
H 



J.uvenile 



r^Individuais 



'2. Deposit Collections 



^ »3. . Individuals ' 



4. jPeposit Collections 



5. Individuals 



6. Deposit Collections 



7. Total 



8. ICni Requests 



9. LC US Requests 



10. Titles 



Containers > 
1. (vols, for braille) 




12. Titles 



Containers 
13, (vols^ for braille) 



14. Phone calls received 



15. Walk-in readers 



Total: 



Total: 



10 



ERIC 



Manual Circubtipn Handbook 



6. 1_ Readen and Readership Statistic 



cs 



To count readers and. teiadership statistics you need: * 
Active patron folders.. .■ ' ■^■'i. / " ' : 

- LC.Report ■Fpi:\73-48c t(pink .Figure 6. lA * * . 

■ 'tp ■ • ■ * ■ ■■ ' ^' ' ■ ■'■ v^'' ' ■ *■ 
Network Library ^ Manual -^r; : • 



Readers and readership, statistics are-reported to NLS twice a year; 
.Subregipnal libraries 3end their reports to the regional library ■ 
•which in turn, sends its. report and those Vfor the subregi6nals to 
NLS. Reports are' due. at the NLS Reference Section by April 15 and 
October. 15 .' r \ . . • . ^ ^ . ' ^ : , , 



Reader Statistics '--Active . . • * 

.Individuals and Deposit Collections . 

Active , individual readers and active deposit cdllections are those 
which have received- ah NLS-produced. "book or magazine during the 
current fiscal year. (October 1^ - September 30). Direct circulation 
maga^zine readers uTe counted in the' reader .statistics . The purpose 
of these statistics is : * ' ». ■ - 

' * -■- ■ li' ' - ' . • ■ . ■ ' '. • " * 

To have a count of the individuals, who rare^ registered 

• Jor th^^ervice ■. / . . : 

. • To have a count o-f the nuifiSer of 'deposit cotlectiohs 

..'in. the network ' " " " - 

Active individuals are divided into a(^!|t and juvenile (under 13 • 
years old) readers. ,* ^ • ^^^ 

The patron folder is designed to allow the staff members to complete 
the active reader count without pulling the folders completely out 
of the file. All the information necessary 'for -the count is on the . 
tQp lines of the folder. • . ' ^ ^ 

There are three lines on' the patTron folder to check as you do the 
count for .active individuals : ... 
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■■ ■ ., ■■ •• ■■■.■\ ■ • ■ ■ ':■ ■ ■ . . • ■. 

Line 1. Name - Check to see if this folder is used- for 
. ■ ^ . ; more than one person, for" example, a husband and 

wife. It will be counted fbr each pei>^22 
^ ~ . uses it. ^ > . . . "1 ■ ■ 

■ ' ' Line' 2*. Adult- or Juvenile — -Each *5ateg0ry is count/ed 
''^^m' J separately. . ' • ' * & ' / 

^ -Line 18. Active . Pat ron^ - Chfeck. to seei^ marked ' 

, _ in the appropriate box. V * 

Th^re are tvs^ lines to check .on, .tl*Spatron folder, for deposit" 
collections : . - • • 



Line 1. Name and Institution .Code Each type of. institu- 
tion is counted' separately, ' /V ' 

Lin^ 18. Active Patron.- Check to see if an '*x" is marjled 
i-n the apprppriate box. . ^\ * ^ 



NOTE: There should be an "x" in oi^y .c?n« box *for each year. 



The April Count of Readers^ 



> ■ \ 



For the April. ^ count-, go through the active patrons 
file and count 'all the folders which have an "x'/ in 
th% appropriate box (line 18 'on fblder) , - a^ in Figure^ 
6. IB, and which have *'adult*' circled 3n linie 2 of the' 
folder. Enter this number on line 1 if LQ' From 73~48c. 
The line numbers are shown in Figure A. IC.^ You wilL 
also cdiint those patrons who were active during this ■ 
period but whose folders are in the Cancelled File 
because their^^service has been^jiis^ntinued or they . 
'have; mpved. ■ ■ , ■ - - ' ' 



Ccunt all the folders which hayej "juvenile'' circled 
line 2 . Enter this number oi/ line 2 of LC Form 



on 

73-48C 



The line numbers are shown in Figure 

Add lines 1 and .2 and enter~the total on line 
(Figure 6. IC) ." ; ' ' ; 



6.1C. 



For the active deposit collection count, you will go 
through the active patron file and count each of the 
six types separately. For this count, raalce a tally 
sheet to correspond with the codes for deposit • 
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lARY REPORTINa: 
Regional Llbra3*y 



. V • FI^^ 6aA ^ FORM 73-48C 

. • V LIBRARY OP CONGRESS . . . 

NATldNAX LIBRARY SERVICE FOR THE BLIND AND PHYSICALLY HANDICAPPED" 



state served (Use separate form f6r each state 



Subregional Library ^ . ' ■ 

(Submit report to the regional. library for your area) 



•FISCAL YEAR, 



PERIOD REPORTED: , 



o 



Oct. 1 - March "31 
(6 months) ^ 



ACTIVE INDIVIDUAL READERS 


TOTAL. 


lults . . ' 




xveniles . < 




. . ^ total' ^ 





□ Oct. 1 - Sept. 30 
(12 gionths) 

■ RSADERSHIP ;. 



V ■ , 

r 



ACTIVE DEPOSIT COLLECTIONS 


TOTAL 


■ — — 

Lbraries (not subregional) 

• ■ - . • 




jhools' foi:. the. bllnti and 
ly s ic al ly handic japped 




ibllc and private ^ schools 
ilenentary and secondary only) 




)spltals . 




irslng homes and convalescent • 

3ines ■ ■ . ■• , , . - 




.. .. -T- 

Sher (specify) • 




TOTAL 





■ FORMAT 


INDIVIDUAL / 
.USERS . . 


1' 

DEPOSIT 
COLLECTIONS 


: [ — — T — \ 

I^ecor&d Disc 
Containers 


■ ■■/■' ■ ■ ■■■ .1 




Recorded Cassette ,/ 
' . Containers ■ ^ ■ 






Open-Reel 
. Containers . 




. ^ ■ ■ 


Braille Volumes 






Large Type Volumes 






Other, (specify) 







(Sfee other side of this fomr for explanatory notes) 



! (rev 3/79) 
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re has been any decrease, - or an Inci^ease of more tSazi. 
please explain: " ' ' ' ' 




/ / - ■ ■ . . ■ ■ ... 

tl;iese statistics for, your library since last year's re- 



A^'reporl of individuals and deposit collections served at least once during, the 
current fiscal year with books or magazines. Direct circulation magazine 
readers' who do not receive other materials from their regional library are ^ 
counted as "active readers, ' . 



; INDIVIDUAL READERS and 
; DEPOSIT COLLEirriONSW ' 



;le: ■ 



A reader who is known to.be no more, than thirteeri years old. Juvenile rpaders 
should ,be regis.tered in their 'own names arid ^not in the name of a parent pr . 
.teacher. , ' ■ ' . , 



SHIP: 



:T COLLECTION:- 



A report of individual and deposit readers. by format used. "Other" Includes 
.use> of art prints, filmstrips, etc. ' by patron's of the NLS/BPH program, . If an' 
indiyidual or deposit, collection receives books or magazines in more than 
one format, count eac'h fBrmal -spjparately^ ; " ^ 

An institution, -e.g. nursthgi home, hospital, pu'blic or private school, that 
is provided With a sihall, fjpi|i^!Elhg .collect^ of books for circulation to the 
residents or patrons of the^'institution. •, 



TYPEi 



For readership figures, do-not include' those individuals at 
libraries or public or private schools who, are already being reported as 
individual registered borrowers by the network libra^. 

This entry is to include only readers vho are registered for- the NLS/BPH pro- 
gram. Some libraries do not have large type collections or are, unable to 
obtain statistics on blind or physically handicapped readers of larjge type. 



This form must be returned to Reference Section. NLS/BPH. within two' weeks after the end of the reporting period. 
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FIGURE 6. Ife LINE 18 ON PATRON FOLDER 
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FIGURE 6. IC LC 73-48c NUMBER OF READERS SECTION 
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ACTIVE DEPOSIT' COLL^CTIdNS 



^braries (not subregional ) 



Schools for the blind and 
phys i cal 1 y ha ndi capped 



Public and private schools 
(elementary and secondary only) 



7 Hospitals jl 
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,o, Nursing homes and convalescent 
homes . 
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TOTAL 



/o 



\ ' 



■ 0 ■ 

ERIC 



^ < • « / 




Natkm^lUbnuySenrice 

for the Blind and Physicaiiy Handicapped 



1.15 



101 



Manual Cirodatioii Handbook > 



6.1 Continued 



collections on the, patron folder (see Figure 6. 1D)\. As 
you go through the file, make a slash m^rk 'for^ each ' 



institution in each citbgory*. , 



A 

A- 



E. Add up all the marks when yby have ^^fini sheet the count 
. and enter the totals on tVie . appropriate lines of LC /" 
:. 73-48C (line^ 4^.9 in Figure 6.1C). \ c. 



F. Add lines 4 through 9 and ^ter the total oii line 1,0 
(Figure 6. ijC) 



The October Count of Readers 



\ 

. \ ■ 



A. The steps are the ,saihe as the April count for -the V 
^ • October count except that only the folders' which 
. \ have an "x'^ in the-jiext appropriate box of line 18 
(Figure 6. 1E> are count^ed. You also count those 
with an "x" in the i^ext appropriate box that are- in^ 

the Cancelled "Pile. * • ' .. 

, * • \ ■ ' 

' B. Follow;stpps B, C, D, E, and F for the April count. 

' c ■ . . ■ ■ ^ ^ ■ • ■ m 

C. ■ Add the/October count to the April count /(fron^ vthe 
. . -April LC -73-48c) * and enter the totals on -^e' appro- 
ve priate lines ^ of LC 78-48c. This is the annual total 
% of active readers, if there is ojily one "x" per year. 

Readersh^ip Statisties'- Use of a 
. the Service by Format r - , ; 

The readership statistics are a reppr*^ of individual alld deposit 
readers by format used. If an iifdividual or deposit collection, 
receives, books or magazine^ in more than one format, each format 
is . counted separately. For example, a person who receives RC and 
brail lei would be counted twice, once in each.format. Tjjfese \r 
statistics are .reported on LC 73-4gc along with the rea^der V ^ . 
•statistics J ^ * . ' ■ \ . 
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FIGURE 6. ID • TALLY SHEET FOR DEPOSIT COLLECTIONS. COUNT 
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FIGURE 6. IE. LINE 18 ON PATRON - FOLDfi^ 
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6.1 Cbntinued 



'S3' 



The April Count of Reiader^hip 



A. The readership count lis conducted the same way as the . v " 
reader count exc^il^ you check line 3, "Media: -RD RD BR 
OR LT 0T,:»' and line 18 ''Active.''" • 

B. Nlkke a tally sheet to correspond to tlie readership section 
of LC 73-48C (Figure 6. IF)*. As you examine each folder, 
makp a slash mark for each format the patron uses._ } • 
JE;camine the' folder on- aotiv'.e patrons, both individual^ and 

^ deposit coLlections, in both the Active and Pati^on File 
and the Caticelled Filfe. . ' 



i 



^dd the slash marks and enter the^ numbers on; the appropri 
ate lines of 73-48c. Figure 6. IG- shows the part of 
LC 73-48C wh^re readership statistics are recorded. 



'-FIGURE 6. IF TALLY- SHEET FOR READERSHIP COUNT 
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6.1 Continued 



FIGURE 6.1G, • LC 73-48c READERSHIP SECTION 
READERSHIP 



V 



» ■ 

FORMAT 

.J-* / 


INDIVIDUAL- 
>^ USERS 


DEPOSIT'^> 
. COXLECTIONS 


Recorded Disc 
Containers 






Recorded Cassette 
/Containers . ' " - - 




I ■ / ; ; ■ :v 

, •■ ■ ■ ' * ■ 


Open- Reel' ■ ' '\ 
Q6ntainers 




■ 1 . ■ 

. ■ ) 


Braill^, Volumes. ' 






Large Type Volumes. . 


. - m .■ 




Oth-er .(specify") ^ . 







The October Count of Readex^ ip ^ \ 

; A. This 5:ount is conflfUcted the same, way as the April count 
except, you count jinly the' folders, which have an "x" in 
the next appropMate box. 

■ B. Follow steps A, B, and C for the April Count of ^ea^etship. 

G. Add -the October count to the April count and enter totals 
-on the appropriate lines of LC 73-48c (Figure 6.1G). ,This 
. gives yo.u the annual total of. readership, - ' . 



NOTE: ) After the October readership i^couht is completed, pull 

all the* folders which did not] have an ''x'' in either box 
for this year. Th^se are th^^inactive" pati^ns. These 
people should be telephoned tfr othierwise contacted to 
determine the reasons for their inactive status and/or 
\to retrieve. books and equipment (3.6 Follow-Up on PatTon 
Sei^ceY^ • \ . . . ■ - ■ • ' 
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Daily Reader and Readeyship Statistics / ^ 

' .' ' . ■ ' ■■ ■ ' • • 

.Aylitew readers are registered for, the. service or oth^Vs are can- 
/felled, they are counted for the statist ics C3.1and 3:7) . This \ 
is done daily, then cumulated weekly and monthly. "This' will, give 
you a way to double cheeky the reader. count when you bo through^ * 
the files twice a year, . v > •; . ' ' ^ '§ C^^^ ' ' 

A. .After a patron is registered for service -(J/l) ^'ma • ' 
a slash mark on. ^5ur daily tally sh^ category 

. ^ which applies to this patron. For example,: an adult . 

\^ w}|(T receives braille and RC would .create three slash 

marks on the daily sheet:- J ' • . ' . 

• a slash on line 1, column B for RG V — " 
•a. slash on line 1, column D for braille \ See Figure 6.2A 

• a slash on line 1, column H for addlt ^ 

* ' " ■ ■ , ■' • • _ ' • • 

. B. A deposit collection whiQh is* added is tallied- in. ^ 

. C. ^heri -readers cancer all or part of the service', make'a.- ^ ■ 

■ slash, mark in each category which applies. I'f a juvenile 
patron cancels RC,, two marks are made on .the daily sheet: 

• - > . - ■• ■ ' ^ 'X ■ 

.. • a slash prt line' 3; c^olumn I for juvenile \ „ „. 

•. a sl^sh on line 3, column B for RC ; ^ 7^^^ higure 6. 2A 



Weekly and Monthly Statistics ' 

■ ■ ' ■ ' v.r. ,. , ■■ . ' ^ ( :■ . ■ : ■• ■• 

These ^ are , cumulations 'of the. dai-ly totals and allow'you to determine 
net gain or loss of readers. This will help you double check yOur 

active x'eader count. ' . . ' . 

• ■ ,. • V ■ . •■■ . ■ . ; \ . .. • 

A. For the weekly totals' arid the -lines for individual 
readers in each format column and enter . the totals >■ ; 
on the appropriate columns of the weekly tally sheet. 

B. Subtract the number of readers cancelled from those 
added to obtain the net gain or loss. This means if • 
10 people^ were added to the, service and 8 cancelled 

the net gain 'is 2.'. If-, however/ 5 people were added . 
and 10 people cancelled, the net loss ik 2. Enter 
the number, on line 4a or^4b (see Figure;6.2B) . 



for the Blind and Pliysically Handicapped ^' " * ' 



C, . For monthly tckals, ^dd the appropf iate lines\nd. 
columns from tKef^. Weekly sheets and enter in the\ 
^ ^ . corresponding liiiB and cplumn on the monthly ^hee 

*V ^\S.^^^^ the net'ios^.vor gain'^r the month according 
" ^- ' . 'to step B above.' . ' o : ' 



i 
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* V . ; V \ ' :6.2 Circulation Statistics'^' 



J 



- To record and report circulation •5l>atistics. you n^ed:* ■ " . 

^ - Daily, Weekly,; and "Monthly Statist-ics Tally Sheets ■ * ■ • J: 
..■7 LC 73-48 Circlilatidri. Report (yellojw) ,\l^igur6' 6, 2E 

CircUsUtion statistic's. are.'^a record of, the number of tooks in each , c 
fopaAwhich^youf libfary has , sent to patrons over a particular ' 
time peViod.. These statistics are ^useful when planning the budget. . 
. ^ and stdff for th^ 11:braty and are one way to measure, the library' si'\, 
::-^'activi:py., .. ; . k . ; . ' -.^ ^ '\ , 

Cirql^^ stati^ics;are recorded daily, si^ and 

cumflated. monthjy. Circulation, statistics are ^reported tO .NLS in \ 
' >^Apr$i ' and in October. ' :■ ^ 

• ■ ■\ • *'.-■• * <. * ■ . .•■ 

Daily ^Circulation. Statistics v . - ■ - 



Daily circulation , statistics are recorded after t'he books af^f 
checked out (,4. 3) 'and before the reader advisors ' send the cards ; 
and envelope?' to the stock clerks^ " . .„] ' V,^- 1 ?/ 

A, \'Each;^reader Wvisor will ha^ve separ^ 
• Z*^ format in preparation for retrieval of the books. Th^ 
reader advisors count the^;.cards in ea '■■ 
record the ttotal^s for. individual circulation on line 
• 5 6*f the Daily Statistics Tally Sheet .XFigure 6. 2A) .. ' 
Circul^aition by forraj^ to deposit collections is ^recorded 
on line. 6. * ■ ; \ : ^ 




B. Add the* circulation for. indit^ijfiluals to the deposit . 
. collection circulation and enter thie totaJL in line 7.' \ 
■ Do this -for each format. . , . ' - ^ , 

C . Books" which ..are ^requested on. ILL from the regional » 
y library or MSC \sh6uld be included; in the circulation' 
statistics/ At the end of this d^y or after; :all ILL 
* requests fiave been made, count t|e number of requests , 
m&de on LC .12r and enter the number on line= 8 of the: 
. Daily iTally Sheet; : .Count the requests made, on LC 135 
, and recpr J the; number on line 9;q 
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6.2 Continued 



NOTE: If your; library does not use the LC ILL forms, keep a 
tally of the ILL requests and enter it on line"8. You 
need to have an ILL figure for LC 73-48 even if it is 
no't broken out by type ^pf request. 



t 



Weekly land Monthly Circulation 
and ILL Statistics 



Wepkly and monthly circulation are cumulations of the daily circu- 
lation; that is., you add ail the days together to get weekly 
totals and then add the weeks to^g^ther to get monthly totals. The 
tally sheets^ (Figures 6: 2B and 6.'2C)\ are simiiaj so filling in the \ 
lines involves the same ^iJ^ps:- ' . 

. A, For the weekly circulation totals, add all the daily 

numbers from each box beginning with line 5 - column A 
aiyi ending with line 7 - column G, Fo^r example, all 
daily numbers (for the week) within the box defined by 
.y line 5 - column A are added together to get the number 
for line 5 - column A oh the weekly sheet (Figure 6, 2D) . 

• ■ . ■ ' ' . • . ■ . . 

. B. For the monthly totals, follow' procedure A but lise 

' weekly- sheets (for the month) instead a$ daily' sheets 

^ (Figure 6. 2D). . v 



C- 



D. 



Bor the weekly ILL totals, follow procedure A but add 
the numbers from boxes beginning with line 8 ^ coluirfn A 
and ending with line' 9 - column Gr 



/ 



For monthly ILL totals, follow procedure C, but use 
weekly sheets (for the mbiith) insteatl of daily sheets • 



NOTE: The weekly cumulations can be elimitiated if your library 

'doesn't need'this record. In that case, add all 20+ 
u 1 3aily sheets together to -get* the monthly total s. 



NLS Circulation Report 
Form LC 73-4^8 " ■ 




The circulation rgport. form 73-48 (Figure ^6;2E) is sent to NLS. 
twice a year to give 6rmonth and^^2-month circulation totals. - 
the April total )^6-month total from 10/1 to 3/31) you need the 
six monthly, tally sheets • For the 12-m6nth ^t^^l ypu need the 
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6-in6nth report on LC 73-48 'and the monthly tally sheets for April. 
tKrough September; Figure 6. 2D shows, the relationship of 'the 
nfonthly tally sheets to LC 73-48. * * s 

A. Add the columns and. lines on the monthly sheets to get 
the '6-month' totals. • . - ' " ' 

B; For the April report^ enter.p^he 6-month totals on the 
appropriate lines, 

C. . For the October report add the April report total to the 
next 6-month total (4/1 to 9/30) and enter these grand 
totals on the appropriate lines. 



FIGURE 6.2A ' DAILY STATISTICS TALLY SHEET" 



•Date 





^ V Count b 


y Format 






' RD 
A 


RC 
B 


Open 
Reel 

c 


Braille 

^ D 


Type 
E 


Other 
*F 


Magazines 

G ■ 


Adult 
H 


Juvenile 
• * I. 


Added 


!• illUXVXUUaXd 






.A 














2. Deposit Collections 












<? 








Can- * 
celled 


3. ^ndividuals 




















4. Deposit Collections 




















Circulation 


5. Individuals 




















6. Deposit Collections 


\ ■ 


















7/ Total 




















library 
. Loan 


8. LQ- 121 -Requests 




















9. LC 135 Requests 




















Books 
Added 


10' Titles 




















Containers 
11. (vols, for brail lei 




















if 


12- Titles 




















Containers 
15. (vols, for braillel 
















1 






14. Phone calls received 
















Total: 
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FIG.URE 4 . 2B. WEEKLY STATISTICS TALLY SHEET 
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FIGURE 6:2c MONTHLY' STATISTICS TALLY SHEET 
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FIGURE 6.21) RELATIONSHIP OF VARIOUS TALLY. SHEETS AND'NLS FORM 73-48 
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; 1 V , ■ FIGURE 6 LC 73:48 CIRCUL^ : 

■ ■ IiIBRARy OP CONORESS 

RkTIONAL XIBRAro SERVICE FOR THE BLIND AND PHfSICAUy HANDICAPPED 

my HEPCRTm: • V 

.Regional Library ' ■ • ' ' ' " ^ , 

|S ta.te. served (Use separate fonii for each state*) v'. 

Subreglonal Library . ' ■ ' . ' " ■■ . ' 

lSub»l-i;^port to the regional library for your area) 

FISCAL YEAR^ • PERIOD REPORTED: [—1 Oct. 1 - March 31 . Fn Oct. 1 - Sept. 30; 

[ I 'l^months) LJ (12 months)' 

* ' ' • . * ■ • ' ' ■ . . ■ '-• ■.■ . ■ . . ■ ' ' : 

/. .'" ■ CIRCULATION.- ' : > 



— — — — — 
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TOTAL 
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^1 See other side of this form for explanator y notes) 




i . ' • ■ . * . -S 



ERIC 



bhere has been any decrease, or an increase, of more than 1% in these statistics for your library since last year's -report, 
s^se explain: - ^ . ^ , . 



CU^ATION: , Count all boo^. and- ma^:tnes Which, are not circulation. (Direct circulation magazines 

. , ; are reported to NLS/flPH by;;i^^^^ art prints^,,. filnstrips. 

* : ■ items circulated to patrons of the NLS/BPH program. 

ECT CIRCULATION \ A magazine which Is sent to the reader dir^ptly from the producer rat^ilf than from the \/:^ 
A2IKE: library/- Such a magazine is usually retained by the r^^ ^ . "^ * 

■ V-' ■ ' " ' . ; ^ ..f;, ■ ■■. . ■ ■ 

OSIT COIiLECTIOH:*, An institution, e.g.. nursing hone, hospital, .publl^c or pr^^^y sbhool, that is provided v?ith-: * '^/•v 
• 2^ small, rotating collection of books for clrculafipn to the .'^sltfents or patrons of the ^'^ 
. institution. . Bach item sent to a deposit collec^on Is counted as one circulatieh. Do not 

consider the number^of tUies it may cipculatt vlthln the deposit collection. ^ . ' v • 

ER-LIBRAH? LOAH: ' Materials circulated t6^-aii<^ the r regional or subregional library providing service 'to blind 

or handicapped readers. ' " ..u -v, i ' ■ ■ ■ ^ 

' ' ' > ' ■ , *■ . ■ ' . , ^ ^• 

aE ^PS: .This entry is to include circulatlWo^^ who are registered for the NLS/BPH pro- 

gram. Some libraries do not have' lai'g^: type collections or are unable to^ obtaln statia-p '. 

' J ■ tics on large type circulation , to blind ai?d physically handicaoped'readers."^^ ' v 1 ^ 

, ■ . " . • J ' ■ . • . 

^ 11iis:;fpm ,4iM,t^b^ Reference 5ecti<au^ -k.S/BPH within two .weeks after the end of ihe reporting t)^riod . ^ 



■■Hi,'' - ', ■ ' 
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'6.3 ' GolljpctidJi Statistics , 



:Tp record, an^ collection statistics, you n^ed: . 

.^'.^'^p-y^^?^T> and-.Monthiy statistics Tally Sheets^ ■ " 



^^^J-f^.^^i^ statistics are a record^'of the size- and^ composition 'of' "^^^^ 
"*th|^"lab^^ These statistics cplle^ted By NLS'^^^^ ' ^.i^ ^ ^. '''y: 

^tlif. network' survey and are- useful to the lib.rary for/plmi ' . - 

IvJxiftg^j^acili ties' and weeding. * " ^ ■ . '* ^"v. 



Daily' Collection Statistics ' 



' >• . 



•Collection st ^sties' a^^^^ lines/ip^ tliro^^^ 

daily, weekly v' .and-^^^ sHee'ts. . •The:sk:'n5ay hb^^^^^^ 

. in daily;./it will de|»eiiB. upon the ■ shipment s^a^^^ books and ' 

-discardsj;';! You count b6th titles and contiain^V^ for tHe collection 
statisti.es;. See Figures 6/2a1 6.2B,-and 6v2C for samples of the 

. tallyi^shfeets. ■■ , ■ - ' ■ . ' 'v / \ ^ 

■ On the days "that new titles are proC^ss^ed (.5. 7) , you 

. will enter dn\lines lO -and" 11 the ni^ber of .titles and ^ / 

- * the dumber of. -containerr^ C^^^^ for brail leO which* /.* 

''V . ' ' are added "^Q t^e. collection; ^: ' ; . ■ 

:'y:/ ' ■ ^ ' . .'^^ ^ ' ' ;.' ' ^; 

t;,: ;:;;B:^^^^^^^ the/ shelf list r " ' 

■S'/X count the number of cpntaijiers . ' 
' ^ ^^P®^f^-;l^ ^^ch format 'and enter it on line, in ' ' 

" . * '.^i .the i;ap;^r(j^^ " . ' :: ' 

. .' * ■ / .-' ■ V'*^, " ' * ■ . ■■ • " ■ ' — * ' ■ 

y ^C^ 'Count Ihe^^^^^^ reG.^ivea in each. fb;ni)aj: and enter ■ \*' 

. . thevnumib^i^r^^^^ line 10 in the appropriate column. . ■ 

D. When books/are discarded (4.9), .count'''the number of ; 

V containers being 'removed and eilter the number' on line ^ ' , 

■ [' . ' • ^ \ "^ ■■ . • •■ 

: CoiAt fhe numbej:, of '.titles- being removed and enter ' • 

■ ' ■ th€ number on- line. 12. ' '■ . » / 



. 'for the Blmd'an^ Physically Hart^^^^ 0 . ' ;/■ " . 



Weekly and monthly collection totals : are prepared .the same way 
the circulation totals are 'derived (6. 2) . ' 

A. To get' weekly cpllectipn totals, add all the numbisrs 
from the daily sheets (for the' week), beginning with 

. the' boxvd^j'fined by line '10 column A and ending 
with the; box defined by line 13 r column G. Enter 
these totals, in the 'corresponding bbxes on the 
weekly sheet, ' ■ r ' 

B. . To get monthly collection totals, follow procedure . 
A but add weekly sheets (for the month), instead of * 
daily..sheets'. ; ^ ■ ■ * . 

You: wiil arlsp figure the. net gain or loss .in the '-.v 
collection (lines 13a and 13b)'' on a vfeekly and, ; 
^ ■ .monthly basis. This will ^give you the ^tual^^i^lji^^^ 

either an increase or decrease, in the collecl/iyon" - 



■ ■■■■■ 6.4:- ■;'Equ'^pmentr;i^ta^^ 



V. 



To record arid repoyt'iSquipmenj statistics you need: i. 

Machine Inventory Man^^ ' . . ; ■■' , y^: 

— LC:.Equipment -Forms 73-119, 73-120./ and 75- 1,62a 



Equipment statistics are reported monthly and. semi-annually to 
. NLS.;- Current status of talking book and cassette machines are 
;• reported monthly on' 73-119; and 73-i20' (Figures 6..4A and^6.4B). 

Semi-annual risports, due at NLS on April 1 and "October 1,: are 
: submitted on 73- l$2a. (Figure 6.^) . Detailed instructions for ^ 
. these, statistics and the use of the forms are iri the Machine 

InveritQify Manual. , ■ » 



\ 
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FIGURE 6>4A LC EQUIPMENT FORM 73-. 119 



LIBRARY OF CONGRESS 
MATIONAL LIBRARY 'SERVICE FOR THE BLIND 
AND PHYSICALLY HANDICAPPED 



MONTHLY TALKING BOOK MACHINE REPORT 



MONTH 



^Library of Congress ^ 
National Library Service for the 

Blind' and Physically Handicapped 
Equipment Control Of f icisr 
Washington , D . C • 20542 ' 



Fotm must be 
completed by the 
first day. of each 
month and returned 
to the address 
indicated at left 



Model 


Ready fo^ 
Assignment 


\ Waiting for 
Repair 


Being : ' 
Repaired 


Waiting 
List 


A 80 • ■ ■ . ' 










' , A 79 




I* • 






. * 78. , 










■'.■#■77 










A 76 










> A 75 ' 




: ■ ■•"'•tf 

r , ■ . 




■ ... -*'v 


v.- a V ■ ^ ■ . 










A 73 










— — ^"^ — ■ 

A 72 










•A 71 










J . A 70 










B 71 












Agency: 






Address: 




i - . 











Signature of person reporting inventory:. 



73-119 <rev 10/79) 



120 



133 



FIGURE 6.4B LC EQIUIPMENT FORM 73-120' 



' ' LIBRARY OP CONGRESS 

National Library Service for the Blind and Physically Handicapped 



MONTHLY CASSETTE MACHINE REPORT 



Month 



Model 

■ 


Machines Ready for 
Assignment 


. Machines Waiting 
for Repair ^ 


Machines Being 
Repaired 


C 79 








C 78 


. ■ ■ • 


- . ; ' • W 




C 77 




■» ' 




C 76 








C 75A 








C 75 








- C 74 . 








C 73 " 









Waiting List 



Agency : 



Address: 



Signature of person reporting the Inventorj^ 



Form must be. completed by the first day of each month and returned to: 



Library of Congress 

National Library Service for the 

Blind^ and.'physically Handicapped 
Equipment Control Officer- 
Washington, D.C. 20542 . 



73-120 (rev 3/79) 



ERIC 



121 



FIGURE 6. 4C LC EQUIPMENT FORM 73-162a 




for the Blind aiMi Physically Hamlica^^ 
SEMIANNUAL MACHINE STATUS REPORT 



Library of Congress 

National Library Service for the Blind and Physically HandlcaDped 
Eijuipment Control Otter 
Washington, P. C. 20542 



MONTH 




AGENCY LO. CODE 



ADDRESS 



INSTRUCTIONS: form mutt be oorrv>jeted by the 
last day of March and September and returned to . 
the address indicated at left.. 




C78 



C7> 



C7» 
TOTALS 



ACCESSORIES 



•■I'. 





Eifi 




























PUtow 
Spttkm 
















t 












QMIWtt 

Controls 




— — 























M62a (rtv2/IO) 



V Entries indicate current status of all machines as of last day of reporting period. 
2/ Entries contain totals since the last iemlannual report. 
3/^Sum of all columns from "available for assignment" to "lost iit mail''. ' 
4/: Represents all. new machine* received by MLA llncluding those for sublending agencies); 

should no! be'limltcd only tomachines received during this six-month reporting period. 
5/ Overseas machine; NLS only. 
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APPENDIX 1 
i^-i;-., Addressing System 



The fact that products or firms are listed in this appendix^dbes not 
imply that . th^y iare endorsed or preferred by the Libraryjbf . Congress 
or consi4^red to be superior to others. 

The addressing sysLtem plays an important ' role in this, circulation 
system since it is a component of the patron folder and increases 
efficiency by reducing the number of files necessary to the system. 
The evaliiation criteria^.whpk^the addressing system must meet are: . 

r The master must be a 5- or 9-line plastie plate* ; 

-vTO^ -snibossing a^ printing equipment must be easy to operate 



% be^^nexpensive and readily available 

^-.The^syStei must^^^b^^^ to allow for upgrading of equipment 

- Both equipment aij4':5,(^v^ availafcle • : r ' 

- The printing eauipment accept the 9 X 11 maiiila' folder, - ' 



There are. at least yw.^.^^ systems avai^lable nationally .which 

meet these criteria'^ J jft^ • 

ifultigraph (A-M) ^n|[|M^^ (P-B) . Each system involves two . 

pieces of basic -equipmSd't; an embosser for making the plastic cards 

and an ink roller ^ijnpfi;^^ for addressing the envelopes. Of the 

two, the A-M systengbfdfc^^ the P-B system fpf . " 

both the emboss^^ifflB • '^p^iifi^ - ^^^^^ 

A-M has tvtQ^t)^5^^ ^ operated Imprinters as well as / : i}'^'-/^^ . 

electric basic manual imprinter with an ^^&.S 

electrl^ 3p|^ A-M lias only an electric emb9sser 

while ' Either system can be. 

purchaseiS^ij^jl^^ 900-2 ; 200 for the two pieces of ^ -AJ,. 

equipmeiitK^tigk^^ also available. 

W^^^Sm ■ - • ■ ' ' ■V-'.'^i^ 

The neces^^t^i^^t^^^^^^ from, both cdmpanies . These ' . : ; V 

are blank 'Iji^i^j^^ silze and. adhesive strips • ' ' 

.A^u «-h^«;^^k\vil;^;i.^^;^^^^^ The plastic cards come in a " 

pockets are aval lab le^^frpm . • 
for libraries with 
envelopes or use the 
plate for new^MS^fc^^^ purposes . The pocket is , 




lef^^^ purposes . 



A 5-Hne plate}^§;,^^ii^ required in the 

circulation s^5t|^v(^!^^vt)^ wish to have 

additional infpiSn^^i^^^ ink^Vne^^^^ 7 lilies . • • 

for the Blind and PhysicSuy^Matid^j^^ / 
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APPENDIX 1 Continued 



attached to the folder and the plate kept in it; and removed to make 
a label. This, saves wear and tear <3nv the folder. 



\ ■ 




NOTE: 



The library should consider the Comprehensive Mailing List 
System requirements for -maximum numbed of characters per 
line when choosing an addressing syst^fem. 



Libraries planning to change over to this system should consider both 
systems in light of ,the /library' s individual /situation. A. represen- 
tative- of each company can help you define y^ur needs. The factors 
i to consider are; 

• Availability of equipment, parts,/ and service in your area, 

.m- Volume of plates a'n4^ prepared on a daily 

.basis. Volume will affect the type' of equipment needed, 
'. \ : electric or manual , ' . 

; --individual -prr^ each system 

* quoted here are straight list -price, no gpveriment or 
quantity discountis are considered. 

The systems are similar in opieratioTi, size, and price. > 

Both Pitney Bowes and Addressograph-Multigraph of f er a batch service. 
The companies will produce the plastic cards, embossed with name, 
address and other in format ion ^,^f or. approximately $.50. per card plus a 
handling charge. In this case the library.|.would jieed to have only 
a printer(s) . For^libraries with few^r than- 2,500 readers,^thiis * ' 
may be a viable option. For th6^ price, of \the emb^ - 
could order about 3,500 "embossed beards (an 'initial 2,500 and l;fOOO ^ 
additional .or replacement cards) ^Several factors should be con- C 
sidered be*fore a libr.ary selects this alternative.. 

^- ' ' ; * c ; ■* -. ■ • 

• Turnaround time for the- cards is up to 14 days, depending 
upon local service availability. 

• The libraiy's need to change patrons' addresses oh a. daily . . 

• Expected incrjsase in number of readers may indicate the . 
need.to do in-house embossing.* , \' 

■ ■ ■ \ _ • . • . > ■ ' ^' "■ {\> 

; •• The staff time involved in preparing the copy for the . 

, embossing service should be included in the cost of this . ; .■ 
alternative. ' " ^ 
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V APPENDIX 1 . Continued 



Adjdressograph-Multigraph System ' 



Equipment 



Embosser Model 320 . 

. ' ■ ■ ' ,.. /■* ^ 

This embosser is designee for low volume (fewer than 50 plates per 
day) addressing plate preparation. It provides upper ^case. alpha, 
standard numerics(and punctuation with mianual selection of 
characters, / * *^ • 

To operate, you visually, align the desired character and a lever 
triggers embossing and^ spacing in the same o]^era.tion. It. takes 
approximately 2 minutes to prepare a card., 

Measurements: 17" wide X 20" deep by 6-3/4,". high = ' 

. ■ ■ - '■ ■ ■ . ^ . - . . ... ■ . " ' - ' ■ . " ■ 

Cost: $1,750 (as' of September 1980) V ^. ' 

Embosser Model 6500 ^^ 

This is a much more sophisticated embos'^ser and would be suitable 
in libraries which produce 50 to 100 plates per day. It has a 
40-character buffer memory which allows, the operator to work at 
maximum skill- level while tj^e embossinjg function. catches up in 
its own^ It can^ operate *at; 3 characters per; seeond. It has two 
optional character drums: *i54 or 92 character. All standard 
alpha fonts can be fitted. ! ^ , " 

The embosser operates with keyboard control. . - V ; 

Me^urements": 18-2/5" wide^OC 2|Sli?V .deep X 1^ • 

Cojst : $9,450 (as o£ September 19ff6) ' 

12-40 Dat^ Recorder ; 

The unit will accommodate a variety of forms. ^ It has 'two adjust- 
able side gauges and one adjustable rear gauge, A dater can be 
added but would not bie needed for the circulation system. * 
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■t^U .■ ■ [ ■ ■■■■■ ■ 



It; was designed for credit- card embossing. The envelope fits ov6f 
the plastic card and. an ink ro^er is pulled (from left "to right) 
< across the form and card and leaves the impression on the envelope.. 
It will accommodate either 5- or 7-line cards. 

'• 'Costf $218 (as of September 1980) . * ' 
12-2V J3atai-)Recorder . , . ' 

■ ■ • ' ■ . . ■ ■ . • 4 . • 

This linit is less useful for the circulation system since it was - 
designed for; use with', forms that are bound into sales books but 
it is included here because it is less expensive. Libraries 
y . which address f^wer than 50 envelopes a day may consider this unit. 

To operate the unit, the person places the card on the printing bed, 
which 4s elevated, the form is' put over the card and then the top of 
the unit is closed. The imprint is made by depressing a lever which 
is on the right end of the unit. 

■ ■ ■ ' ■ ' ■ . • ^ •' ■ ■ . '■ ■ ■ . 

■ Cost $183, (as of September 1980) • ^ 
Supplies 

Plastic Cards CR-50 (5 Line) ^. / 

. The cards are available in 13 jcblors. 

Price: 1 ,000 = $150 , 

■ 5,000. = $74.25 per thousand . 
•25,000= $57.50 per thousand ' . 

' Plastic Pockets With Tatae , " ' " 

;. Double s-ided fape included to attach the pocket 'to the folder. 

Price: 1,000 = $133 ' ■ - • . . . . v,: * ' \: 

■. • , ■" .• ■ • ' ' '.. ■ V * •' .'■■<,■■ 7- ' ' i ' * 

: : . - . V ... -^-■,,> ■ ■■ /--^ : ■ ■ . • ' 
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*yA^:,^ j^itney -Bowes 
' . Embosser 7963 



ERLC 



This machine is manually -blierated. Characters are arranged alpha- 
betically on a dial. ■ jWoperator visually selects^the character 
and then pulls a. handle to make the impirpssion* Operator'« cari: 'read 
the. plate during^iribp-ssiiig. . Avail a|^^^ 

case. alp^a$et/''sf'a^ numerals ja'nS -ifim'ctuation! Available wifh 
an .elecf^^; mo iTie manual model is suitable fpr fewer than 

50 pl^it^s |J€^i^ . . i^r-^ , *^ 



Cost: $1,950 (as of September iSiSGO-'^^^ 



Impress er 7108 . ^, , ■i' 

The machine is manually operated . and accommodates any size form. 
P OS it if n envelope over the plastic card and pull roller (from 
left to right /but will operate right to left), across envelope, 
This model, has a pressure dial (0 to which makes it easier to/ 
print, thicker dpctfilfeiy:s . 

- ■ ■ ■ i \ ' 

Cost; $340 (as of September 1980) . ' '^^^ ' . : 



' Supplies 

. Plastic- Cards * 

^ The cards are available in blue or Cranberry with white letters 
. (when, embossed) . 

Price: , / . 5 Line 7 Line 

Cards Per 1,000 $52 ; ' $65 




. .Pockets; 100«) $55 per tCTo $60.per 100 ' , ; 

500-9^0 $45 per 100 ,$50 per 100 

1,000+ .. $40 per iOO • $45 per 100 

■ • . . • • 'Y ' ■ . : ■ ' , ■■■ . ■ - ': ■ ' ■ ■ 

Adhesive Per 1,000 , • $29 ■ ' V $54. / 

; NatkjnalUbnHYSenrice > ■ '-'l^-'M^'' V.' ':Al- 5 
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Al 



t em at i ve . t<3, th,e >;Pat#6ri .E0l 3er 'v, 

■.■:^£^.' , ■ Vvbi'fr \/v.-^ -■l/-^- 



not imply that, they are endorsed. :or preferred by th4 Library -of ; 
Congress or considered to be c^M^r^ir^y .i-r^ k-M^A^. •« .' "^^ • ■ . 



Libraries which do not wish to adbpt Jhe recommehded Jiatr^^^^ 
can use a terminal digit Visirecord form instead. Tliis. alternative 
does not offer the same amount of detailVas the, reconimended folder, 
form^are ''^ same^.ordex. The most, serious disadvantages of this 

; # . No record of the "in" dat^Vfor book check-fn ' . ' 

, v*^, ^In^ list of reg^j^iRg interests , ' 

v^y'v^^^^^ record machine' tiinnbe^^ / V:;^'^^ 

\ remarks- ■.;-y;.^;i^":;^^^^ . ' 

Special equipmmt required for storag^^^^ , v ^ ' /'^^>'i^^^ ./ 

These disadvantages are present, with all the '.Visirecord foris • 
examined.. The one recommerided is used by the Dade County^ Talking 
Book Library (Miami , FloridaD*' and is available from Visirecord 
systems in S. NorwalkV Connecticut. According to Visirecord. all 
forms are produced oiTa custom-made .ba^i^fi . so it is possible that 
adaptations could be made'. ■ . :^;6x^\ii^ . ; • • 



tifj^OTE: Qther companies ^an pi'ddjice: custom designed fofms and'^'a^ 
?fe l^^^^^J^ which chooses th.>use \hii-type of patton record- • ■ 

should seek competitive "inds. '• v'^'V 




The form is reproduced as Figujpes A2.r and A2.2. Each of t^le ■areas ' 
IS numbered, and, the data/entered in each is explained. The ^sourcSs 
of thfe information, the .application for service and the telfephoiie'^ • 
call V are the same as in the recommended sySiem. The patron will 
•have two folders, one, for. recorded material aiid one for^ braille 
The General Correspondence' File, however, is'expanded in this : * 
alternative because it now must Contain the TiiagaXne list and ^ 
expanded^eading interests. The library shoiild create a. magazine ' ' 
sheet such as the one in Figure A2.3,to record the mV^azines and ■ 
codes . _ (see 3.2 Comprehensive Miling List System akd Magazine ' 
Sypsox'zptvonsy . . •. . . v. . )^ . , p_ 

When a patron cancels- service, pull the 'Visirecord and the general 
. file. Weed the General: File (see 3.7 Canpe^laHon oJi -Pai^Pon S^ae) 
but do not discard. the *i«ider. • Put the application, ^Visirecord 
and the items kept from the general /file Into the folder and file it ■ 
• in^ the Cancelled File. . . . : . . 

Nathn^UbrarySenricis ■ ■ 
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FIGURE A2.1', FRONT OF VISIREC0Rp\Fj3RM 
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FIGURE A2 .;2 ' ■ INSIDE; OF VI§IRECORD "FORM . 
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FIGURE A2.3 FORM FOR RECORDING PATRON MAC?AZINE SUBSCRIl^fibNS^' .• '''^ 



Magazine (Code) 



3. 

:4. 



Date- Started 
yy mm dd i 



;^;' ^Da;|e Cancel Ie4'^ 



.4 




NationalUlHwy Setykxi^ 

"^for the Blind and Physically Hancficapped 
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APPENDIX 2 V Continued 



%. ■ * ^ HOW TO .gO^LETE; THE VIS I RECORD FORM " ; V — 

^ ' / '. /" l y^ name, ^last namS fiTst. Underneath it, plit the 

-■ii-: . / 0 • ^. 'cod^ £or<yp^ of 'service (see Z.l Setting Up^Pdtron HeaordSj 

•\;t ■;■ •••v;^ ■ • , ■ ^^.".^ 

•^^ ^ disability code or codes as indicated on the 



(3^ . Enter . birth <f&t«. Use the year, month and day co^s from line^ 

■ ' '.. ' 'i. - ' . • ■ ' ' - ■ ■ . ' 

' ■ ' ■■■■ * 
(4) Enter *patrpn*s .work and phone telephone numbers^. 

,(5) Enter patron's sex: '{!M" for male, "F" for female. 

(6) Enter the codes for material format (s) the pktron requests. . 
• (Se* 3.1, line 3v) ' . " ; . , 

(7) > Enter frequency of .service. Use codes in 3.1, lijie 9v 

<8) V Follow the ' instructions for ,3^^^^^ line J8 to const^yct the . ^ 

' "Active Reader" boxes. It will' look like this: • 

■ ■ ■ "" , '" . ' ■ . If-. ■ ^ ■ , ■ , 







r * 

L. . J . : 


\ V 




1 ; J 




80 


81 . 


82 ■• 


83 





ERIC 



^ (9) Enter machine serial niimb^^ for both TBM and GBM. Note any 
accessories the patron has. m-- ' ^ * 

^* » (10) . Attach the master plate here. , 

Open the; pati:on folder?^ the readipg interest list ^. q 

(11) Check the reading intjrests the patron ijidi canted. 

. (12J) Enter ^additional, infooiationabo for narrator,- 

> \ V restrictions indicated, or other detai^jLs. ; . 

^: . (13) Arty remarks- or additionaj datia, such as cdfttact person, can ^ 
be entered here'. 

■ ■■ . • • 



a. 





. ' \; • * fo"^ the Blind and Physically Handicappcj^. 



Mamial Clrcolation H 



APPENDIX 2 Continued 



• ' RECORD PATRON JIEQUESTS AND BOOK CHECK-OUT 




This is a termnal digit, form and is uised ' the ^ same way as the 
inside o^^^the patron folder except there is no "In" column. . ^ 

The termahal digits, 01-00, are^ printed pn the four sides of each 
record, 25 per side with two extra lines . The cpluhms are' divided 
into sets pf two* with solid lines separating the individual sets and 
broken lines separating the columns of the sets. It looks like this : 
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1 
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1 ^ 1 

1. 
1 
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15 




1 

1 . • 


1 
1 

1 — 


1 


1 

1 — *— 


1 








1 

1 


1 


• 1 . 


r ■ 


■ 1 

■ ■ >l 


17 




1 ' 

1 

1 — 


1 

'l 


— 1 
— 1 


. b 
■ 1 


1 ^ 




. 18 




1 


1 
1 




1 

1 . 


1 
1 


19 




1 
1 




. 1 — 


I,- ■ ' 
1 


— r— :— 
1 


2Q 




, 1 • • 
t 1 — 


— 1— 

• . 1 
1 


1 




—\— 

1 

— — 1 


21 
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1 

t 






1 
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22 




■ 1 

■ * 


1 

- * 


— r 


1 
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1. 
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23 
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1 


1 
1 


1 

.■ 1 


24 




,1 — 
.1 

—+— 


— :* 


— —f 


»- 

1 
1 


■ 1 . 
1 


25 






— h- 

1 




1^ 
1 


1 
1 






1 


! 


r 
1 


h 

1 
1 


fr— 

1 

• 





The right column (closest to the printed number) is where the book 
number is entei^ed. The other column has the date the book- was 
checked out entered. - • . 

Follow the steips in A A Jieoording Patron Requests and in 4" 3 Book 
Check-out, eSccept the fprm does not allow space for the year to be 
entered. When l?.ooks 'are returned*, you will check them in but since 
there, is no '*In." column ^ aJi alternative method is necessary. . It is 
. simple but do^^n^t provide as much in format rbn as the recommended 
^.system.. „:... ...v-,; ■.;„..■.,„, 
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'APPENDIX 2 Continued 



In this exainple, RC 2024 was checked out on October 10, 
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1 . 
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• 23 
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25 




'■ 1 
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— ■ 1 




r 


1 
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1 
1 






1 

1 





When RC 2024 is returned, yfcu will put a diagonal slash through the 
dateC Use a pencil so that the number can^ still be read. It will 
look like this; » 





i — 
1 




t — 

— 


15 




— ^ 

* ! 


1 


■ 'I- 






1 

. 1 


1 


1 ■ 


17 




1 ' 


! 


Cf- 1 
■ 1 

— ■ i 


18 




■-. I . 


! 


1 

. ' ■ !■ '"^ 


19 




1 

1 

— 


"T"' 

. 1. 

:— i— 




20 




1 ■ 
1 


1 


1 


21 




1 

' 1. • : 




..1 , , 


22 




1 

..... 1.-... 




1 


' 23 




1 
1 






24 




t 

1 
1 




1 


^».25 




\ 

\ * 






51. 


5 ~ 


\ 

.1 




X 







NatkmalUbtwy Service 

for the Blind and Physically HaD(iycapped 



if 



A2-7 



Msnoal Orcnldoir Hawflmok 



APPENDIX 3 
>I^6nn Letters 



■;.■.-> . " ^ .... • • . , * , :. ' j^v'r- , . ■ ■• . ■ , • • • • . / •■• 

Letters to patrons' >hould be.ptihted in large. type. The letters in 
this appendix. are typed -in IBM Orator. The letters should be able 
to be re- folded and returned with the library's address and "free 
matter for the blind arid physi;cially handicapped'' printed on the- 
reserve of the letter. All l-etters shbuH be specifically tailored 
to your library and include a phone ^^^^ ; 

This section has the following^ 1^ in it: 

.... \A3.1 ■ : Format \ i^?;' 'v-'f' 1* • 

A3. 2 New Reader WeicoIi^ie,^: l'^^^ . ' 

A3.3 Transfer Welcome^ V' '" " 

/ A3..4. Braille Tr^sfer ' ^ 

A3. 5 Cancelled Patron's 

A3.6 Reserve Recall Notice - 

A3. 7, Reserve Card for Book Container ' 

A3. 8 Request List Reminder' ^ . 

A3,9 Request List with Order Form 

A3. 10 Inactive Reader ' .. . 

, A3. 11 Machine Retrieval =- ' ' ^ 

A3*12 Overdue * v 

* A3. 13 Requests Not Sent * 

. A3. 14 Deposit Collection Exchange , " 

- A3. 15 - Letter to Transfer Patron'' 



1'55 



NaikmalUbnuySsnfice 

for the Blind and Physically Handicapped 



A3-1 



A3. 1 Format for Letters to Patrons 



Patron Label - 



J. 



From 




ERIC 




i5 



6 



NathimlUbrarY Service 

for the Blind and Physically Handicappetl 



A3- 2 



paddBoipuBH. 
^IITsaxsXqd puB puTia 





■>^^^^';^:= 


r '^-^'^^'^ 














'■■ . ' 




;^;'-v■-■: /-"^^ ^ 



Library': N^me/ Address 
" " V. ".Phone .'i '/. " -V- 



ERLC 



;v;-x5 ^ 



Free -Matter fo?^ 
B 1 ind '^nd-; Phy^ icall'jl 
Han^icappM ^.--^^c^ ' 



1?Atron Mailing Label 



15 



7 



■» ■. . ^)\-.|l>;:;X;':>;:;"-Mf;| 



vA3,2 New Header Welcome 




Dear 



We are happy to welcome you As a patron of \:%library:v 

name) . OUR GOAL IS' TO OFFER YOU >gMd*'' AND" . 

EFFICIENT LIBRARY SERVICE, 

^'^^'^^^^^^ ^'X' 

*If you need a replacement riACHlNE^ NEEDLE OR ACCESSORIESv 
PLEASE LET US KNOW. ^ VTe £MCOU RAGE PATRONS' TO TAKE AN 
ACTIVE, ROLE I| SELECTING "VhEIR 6 PlEASE S.END 

•US . RE(ag|s|^ 

select' SitQHl TAM(li?(^ OR OTHER CATALOGS YOU 

HAVE RECEIVED... • 

We are LOCATED at (address) ^ . > 

Our TELEPHONE NUMBER IS (nUMBER) .A STAFF MEMBER ' 

■ : ■'■ ■ ' '. : . ..'''■■>. ■ '. ^.z-:^: ■-' ■ . ■ ■ ' ; 

WILL ANSWER T,HE TELEPHONE BETIVEEN (H0UR?/dAYS) . 

Please LET US knov^ how we may serve : r'Wi':[' ' ' 

• . " ■ ■ « .. ■ ' ■ ■ ■' . . . . ■ ■ ■ , 

SINCERELY/ V ^ ' 



NatnnalUbnuySeiyice A3-4 

for the Blind and Physically Handicapped 



Manual Oraihtioii Handbook 



A3 .3 Transfer Welcome 



, "A / ;. If 



Dear 



We HA\fE-,REC^VED NOT! F I CATION" OF YOURTRMSFER FROM 

(^tate)> ■ We have received all of your reading 



RECORDS. You WILL NOW 'be SERVED BY 



(library 



name) 



We will tfei JO OFFER Y0U''G0OD^ EFFICIENT 



LIBRARY SERVICE. 



Yoa MAY RECEIVE JHE SAME BOOKS FROlftSf?^^ 
> AVAILABLE TOi^OU-TXT YOUR PREVIOUS Ll^ 



YOU TO SEND US LISTS OF REQUEST S : FROM I^L^ 

Topics and other catalogs. Yoijr REQUEs||!^ip)Bt sent 

- WHENEVER POSSIBLE. ^-^ ■■--^ ■■-^■■^^--^^<-^-'- ■ 



Our LIBRARY IS H.OCATEDi AT ' 'W^f^C\g::.(p^RESS)^ 



AND OUR TELEPHONE NUMBER IS 



(MilBER) 



A STAFF 



MEMBER WILL ANSWER THE TELEPHONE BETWEEN (hOURS/dAYS) 

Please let us know how we may better serve you. 



Sincerely^ 



s • 



ERIC 




Naik)nal Ubnay Service 

: for the Blind and Physically Hiuidirapped 



A3- 5 



vBralile Transfer 



7" 



ERIC 



:tf.> 



V ^ Your rwing records have recently been tRANSFEpRg^^^ : 

us FROM ""^(iSTATfe) . " (LIBRARY NAME/ADDRESS) -> -ti fe 

: ' ' . ' - ■■:■■}:::'{ ' .- 'offers Talking^Book serIice^ NqrI^^^^^^^ 

DI SCS AND ca^^Ittes . Your BRAi LLp:.^!^^ 

-^y;''*-- to/ YOU FR01^t;5:^:-'''': ■ . ' ' ■ ' ^'''^ /;?i-^/-' V |'. . 

.,■• ■{ (LIBRARY NAMEj tl 



(address) 



( t elep h one) ; ' f 

■ : . ■ ■ ■ . ■ ' ' , - ■ . ^ 

.'V . ■ ■ ■ . ■ . ■ ■, . • ■ . •- 

■ If YOU vyisH library SEpv ice on Disc'-oR CAsaETTE;, please 

LET us KNOW. We WILL BE HAPPY TO SERVE YOU AS QUICKLY ^ 
AND AS efficiently' AS POSSIBLE. 



Sincerely^ 





for the Blitidand Physically Handicapped v 



A3-6 



Muoal Qrcobtion Han^^ . >. ^ 

' * ' ^ X - A J, 5 Cancelled Patrons \ 

Dear : • ! , . • • ::::v:r^^-M^^'- ' ' ' ' ' 



We rece I ved your note marked "GAI\ICEI^- -M c^eck on. 

THE FORM BEa)W EXAeT;i.Y WHAT YOU WISH U^; TO ^pO ABt)UT YQUR 



-SERVICE . ■■ .■• ■.: ■ ■ ... ■ ■ " • -v' • 



n t> Discontinue FOR the time being and resume at your 
REQUEST./' ' • ■■• : 



F3 2.;' ,R|MCjYE_ YOUl?^NAME "from our lists PERMANENTLY $0R all ' 
„ .« : MEDIA. ,( In that case YOU MUST RETURN ALL BOOKS ANdS 
machines issued to you), r - 



r~\ 5. If your service has been UNSAT ISFAcfoRYj PLEASE TELL 
' 6s WHERE' WE *FAI LED. PERHAPS WE CAN pERVE YOU BETTER 

. in'the: FUTURE, y ;i ; ^ 

, Sincerely^ , r 



■ i< 

■ • I ■ 



r-fji^-. '• , V^^BP'* for the Blind and Physically Handicapped 




MiiHttl Orcoli^ Haudbo^ 



A3. 6 Reserve -Recall Notice 



1|r .■ . 



ERLC 



• i ' ' " / 




-Pear' ^- ' 



According TO OUR. F^EcoRDSv you have had: (iiTiiE) 



(book number) 



SINCE. (date) 



This BOOK HAS BEEN requested BY SEVERAL OTHER READERS/^ 

Please finish reading it and return it as soon as 
possible. ■■■■ ;/^#>'-' :. . v- ■ • ^ ^ ' 

Your cpoPERAtroN will be .appreciated by others who, also 
use our library. If y5u have any questions^ please call 
us at (number) . V : / 



Sincerely^ 




foe the Blind and Physicaliy Handicapped 



Manud Ciltiilatkm Hai^^ 



- AS. 7 Re? erve ^ Card for Book Cafit ainer . - 



T 



: Card to put^^^ o£ books which are in high (iemand: 




fHli IS A^VER^ POPULAR BOOK WHICH 
.MANY PEOPLfe WA^ We WOULD 

APPRECIATE IT IF YOU WOULD READ IT 
QUICKLY AND RETURN IT. ThANK YOU \ 
FOR YOUR COOPERATION. 



■■■■t 



0 



ERLC 



■■'\ ■:• 



fofthe Blind and Physically Handicapped . ' > ' ■ 
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: Muinil Orcubtfioa Htiidbook 



1 . ■ - . . .0 










= . A3 • 8 " Request List , Reminder , ; * 

■■ ■. ; ■ ■. ■ , -J 















1 



Dear Patron: 



Just a REMif^DER — your files show t+hat you have veV«"- 

few requests liOR TALK I NG BOOKS AI^D CASSETTE ' BOOKS THAY 



HAVE ;N0T BEEN ,S^T 



ASE SEND- A- LIST OF REQUESTS. 



■ ' .v:. 



v:. ■ ■.■■5. . .f 



^F you Weed a catalog ,let%s»know,| Gall ujs at 

' (TELEPHONE. HOURS/dAYS)^ 



N0W>| GaLL.UJS 
OR kRITE TO 



us AT 



(address) ; 



StriCERELY . YOURSv 



ERiC 





;for the Blind and Bhysicaliy Handicapped : 



.A3-:i0'- - 



, A3*. § Request ,J*i?t. wilh Order Fora'' 



•lit.- 



iDEAR 



We NEEiJ YOUR GOGPERATI ON » ■ Our TAt^Kl W books , AN1> CASSETTE 
300KS;CllcULATI0NvIS GROWtNG RAPIDITY. We l^NT TO. 'SEftVE 
YOLi AS QU I£KLY ANiX Ef RICIENTUY AS ;P^S;BL^ , 
US A LIST OF REQUESTS FROM JaLKINQ M&k ToPI CS OR OTHER- 

Gi!^AL06S..;'- ; :-V - : ■ ■.'r^.^SiiS^': ' i, 



Send AH ST of 30 id :ilO ti tles or Aury rs . You may" 



REQUEST BObKS ^ BY NUteM^ AUTHOf|pF^ TITLE IS ^^IC^SSARY 



An ORDER fORM^ IS ATTACHED TO TH IS L0rttR; 



If you NEED 1^ J^ATALOG OR OTHER ASSISTANCES PlIaSE CALL 
US AT; (TELEPHONE. HOURS/DAYS) . Vffe WANT YOU TO 
RECE IVE BOOKS THAT. YOU WAlff TO R^AD. 



Sincerely^ 



id' 

ERIC 




for the;BUrid and Physically Handicapped 



A3- 11 





coition Handlwok 






• ... ...... ■ 






. ' . •• • 








A3i9 Continued 











fe-FoRM (NuTORS Only) 





. ' ■ X.' 






















■ V .. • . 

■ i ■ ■ ■ ■ _ 










5p. • • D i 


















•^^ ■ 





'13 

15 
16 



—TTTT 















-23 








■ ■ ■ ■ 5^ 








1 


..26.^^'' 


















.■^^^■■•-*;;^•.:29-•-■ 


'■'.«(■;:.'•:■.: 39-"'v ^■■-■.■■ 











^IRCL|,:fflE f^VE ^pU :WANT AS POSSIBLES 

■■■■■ ■0 - :■ .?»■. 

Name 



Address t^. 
* Zip 



- "City 



0 



&v.' ■ 



J^TORW THIS LittER/ RE^OL^ LIBRA^JY^DDJ^? 



THE OUTSIDE. Nq PQSllVGE IS NEEDED : 



ERIC 




6 



tibnrySenrice 

for the Blind and Physically Handicapped 



Mannal^irciibtion Hsndb^ ' ^ 



10 Inactive Reader 



DiAR 



According to our^recordsI you were mai led talking 'Booi^s 
ON (PAtE) !^ . Since tHAT*TiME^ we have not had 

the OPPORT UNJTV to SER^ you . . I F YOU have read tHESE 

BOOKS/ Please RETURN them/ ajnd we wi lu send ^ soMe> more . 



If YOUR MACHINE IS NOT wbRKING^bR YOU NEED A NEW NEEDLE^. 
LET US . KNOW AND WE WILL REPLACE IT. IF.«Y0URMACHINE Is' 
STORED SOMEWHERE AND YOU' rE -NOT USfNG IT^ PLEASE RETURN 
IT SO WE CAN LEND IT TO S0Me6nE ELSE. AlL MACHINES 
BELONG TO THE NATlONAUilBRARV- SERVICE FOR THE BlIND' AND 

Physically Handicapped. To "keep tIe iMACHiNii^^ou must * 

receive DIRECT mail MAGAZINES OR tALKING BOOkS FROM US* 



AT LEAST ONCE A YEAR. 



V 



If you" RETURN VYOUR .MACHINE NOW AND WI SH Ta RESU^1E •• 
S|RVyGEV IN THE^ FUTURE^ SI^ AND WE WILL START 

YOUR SERVICE again/ ■ ' 

Your c6operat ion will help us 'BEffe,R .serve you and other 

ELIGIBLE^READERS. PlEASE FILt OUT tHEHloRM ON THE 

FOLLOW IilG PAGE AMD RETURN IT OR CALL (; ) _ _ _ " " 

(OAYg/HOURS) ^ ' ' • - 

SlNCERELYy v;/: : ... , / ^:// ■ ■ '. ' " ' ^ ' ■ 



NatkmalUbeary Service 



fo'rihe Blind and Physically Handidpp;^ ^ • , ... 



' > *■ A3.10 Continued 



I WISH TO RECEIVE BOOKS ji_HpEKLY 1 -WEEKLY 
.MONTHLY , ' ' 



I AM RETURNING MY MACHINE' FOR REPAIR. * PlEASE 
SEND ANOTHER ONE. 



I NEED A NEW NEEDLE. ?• , 



I AM RETURNING MY MACHINE. PlEASE qANCEL MY 
SERVICE, t 



I SUBSCRIBE TO THESE MAGAZINES: 



Na m^ ' 
Address 
City 
Phone 



3, • 



ERIC 



O '.■^■■'^"■-■^•^^^V;''"-- NatnnalUbrarY Service ' ■ :< ' ^''^^ 

for the BHiKl and Physically Handicapped ' ^ > 




ERIC 



Manual Citotation Handbook 



A3. 11 Machine- Retrieval 



Dear- ■ '^ y-r . 

♦ 



•We HAVE, TRIED TO REACH YOU BY TELEPHONE TO DISCUSS 

. • — *" 

WHETHER *0R NOT YOU WISH TO CONtl HUE ' tO RE.CE I VE TALKI NG 

BooKSi* ' If you DOijiQi want to receive . our service any 

: LONGER^ YOU' MUST RETURN THE MACHfNE TO US. ACCORDING TO 
OUR FILES YOU HAVE THE FOLLOWING MACHINES: ' 



Please call us at (phone number, days/hours);^^ or 

WRITE us at ■ / (library ADDRESSy TO 

DISCUSS THIS PROBLEM. ' 



Sincerely^ 



•. S 



; (or the Blirui and P 




."1- 



A3.12 Overdue 



ERIC 



Dear 



Our records show that you have -(number) -: :TALfCING Bb&KS^> ;• u^vs • 
CHECKED OUT SINCE (LAST DATE BOOKS SENT) ^ .; If^ VOU HAV^ :^^;t^v v 
READ THESE BOOKS^ f>LfeA^£. RET 
ENJOY- THEM.-. '-W^^^ 



If there is A- reason that THEse kidi^^ : 

RETURNED^ PLEASE TELbluSi ' We . WILajBE'riAPPY: TO 'REPLACi: t - 
OR REPA I R YOUR MACH INE . : We WJULD; AL^Q 'wE 
ANY DI FFI CULTI ES : YOU ARE^ ilAVI NG RETURljiiNG/t) 



ft-. 



books;. 



■f' .,4V 



>^UR GOOPERATlOlf A^^ 
SiNQERELY/ : ; ; 




''^V-'r? ■:V'f^'"A*' ■■ ^ ^--'iv'^^- ''-1^^^^^ •^'J-'-.t v^NpVv'. 



.i^^^'M':^ ■/ .^■'^^ • ■<V 




Maniul Circnhtioo Handbook 



A3. 13 Request^ 




Dear 



Regarding YOUR request, for the FOLLovf^f^isw: 
Author; 
Title: 

•Subject Area: 



Vol) OM 




JL. :', This BOOK is nujmber 



y^-lhl^* Tm 1#K WAS-NOT SENT BEtAUSei./'.i^W^*^ - A 

•V^;'-:>^3^ ^ACED- THIS , -BOOK ON- ^tHS^^pOR lou . ••. i^'.^ 



:We H^VE NQ eOP lES Of: 



)0K. We 'HAVE' 



Aft . ■ \- • 



, - F^E$lUE^D "THAT THE ^(OBRARY) / • ' .: 



■I '■ 

IN 



(tREA) • ■ ' send THE BOOK TO, YQU.- 



' t HE bSoI^ Is4gT AVigSpLE JN TALKI.NG Bbdk 
- \ FORMAT; ' ^ 



y. : v-Li';'^".> ^^^^ *5 ^vtlLABLE (» IN ANDTHERr 

:\Ws>>'''''^f2r' loRMAT: __a m T. ■ L -'^ 



WILL BE AVAILABLE 



J'HE BOOK IS'IH^TH^ROCESS OF.BElNG PRODUCED. 

/ bATE) ' -.^ . 



- / v^T tiE BbOK IS AVAILABLE ONLY FROMVv " • : ■ , 



NatkmalUbnuy Service 

for tRe Blind and, Physically HaiKjicapped ' 



A'3rl7 



Manual Circiilation Handbook 



A3, fS Continued 



Please call the l ibraftt at (TELEf^HONE/HouRs/pAY^- i f you 

HAVE ANY QUESTIONS. ' • 



Sincerely^/ • 




■ ( 



ERIC 



National Ubnuy Service 

for the Blind and Physically Handicapped 



. A3-18 



Manual Orailation Handbook 



A3. 14 Deposit Collection Exchange 



Dear 

The (name of institution) currently has a depos it 
collection of talking books from ' (jjame of library) . 

According to the schedule^ (name of institution) 
will receive a new collection of (number) books on 

- (date) ;/ 



■ if 



To MAKE THIS EXCHANGE AS SMOOTH AS POSSIBLE^ WE SUGGEST 
THAT YOU BEGIN RETRIEVING THE BOOKS FROM YOUR RESIDENTS 
SO "that when the COLLECTION IS EXCHANGED^ MOST OF THE 
MATERIALS WILL BE RETURNED* 



If you HAVE.. specific title/ subject^ or author requests., 

PLEASE LET US KNOW, AS SOON AS POSSIBLE. We WILL TRY TO 
FILL THEM. We WANT YOUR RES I DENTS TO ENJOY THE COLLECTION . 

Thank you. 
Sincerely., 




7^" 



ERJC 7i^* v\ 




NatkmatUbtary Service 4??^ A3-I9 

for the Blind and Physically Handicapped 'V/ . •> 



Mibuid CfavuI«tion Handbbdic 



A3.15 Letter tto Transfer Patn 




Dear 



.We are sorry to hear that you ar'e^^ihg.out of our v ';'\ 
SERVICE area. .We have transferred ALU of your records ' 
,to ' (new regional li'brary / address) . 

. • •. .•■ .. ■ ... .. ■ . • ^ . .ik . ■. : 

■ y ' ■ ■ . ( 

(optional paragraph) This LIBRARY DOES NOT' C'IRCULATE " • . ». 

. ' ' ■ ■ ■ • ■ • ■ . ... • . • • 

BRAILLE BOOKS. ThESE WILL BE SENT TO YOU FROM • ' 

'\ ■ ■ (new BRAILLE LIBRARY) 

■ (ADDRgSS) 



.(pkoke) 



A The LIBRARIAMS 'THERE WILL BE IN TOUCH WITH YOiJ ABQUJ THE 

\ . ;• NEW service; We HOPE: YOU ENJOYS SERVICE ■ 

AND WILL CONTINUE TO ENJOY IT. IN YOUR NEW HOME. 



Sincerely^ 



O • ;^.?.1'3^^° National UbrarYS^ryice i . A3r20 

-H'*' ■?'J^^P'/ fer the Blind and PhysioBlyHandibpped; • * ■' .-y 



Manual Circuhtioii Handbook 



APPENDIX 4 
Glossary 




: Accessories. Equi,pment such as headphones and remote or. special : 
cJontrol devices used with talking book arid casset'te^r^^^^^ * " / 

Americ^ Printing House J^j^ the ^ ; : 

V publxfhiiig large- 

typis ^^^teH ^Administers the federal 

; textbook program. - - . 

Application for service. An NLS foVm or an NLS- approved fbrm cif 
local design which eligible patrons submit to a network library 
to receive reader services. Applications are certified by 
; competent^ SuthoritiesV^^^^^ patron's eligibility for 

^- service;- ^. ' ■ v. '■''.■■'[.- '■■ ■ "-^ ' \ 

BpU.;. See Books ori Demand. _ ■■" : 

Book numb^ The niomber ass i gned to NLS-produced mater i al . ;I t ^ ^;?f • 
iTicItid^ two^ letter, prefix, «C;^ (cassette) , RD (disc) or ' 
BR (press braille) and feRA (^andcopled braille) 
; five digits. Eacb^^^ has a differ^e^rit nuraber^^^ Bpo^s issued > 
both as RC and RD will have the s^e nimbe but a different prefix. 

Bbdks on DemancU; Patrons who receive books only at, the >times ' they 
r specif ical 1)1!^ Noted on line '4^ of the 

., 'piatron .folder.,"- ' ■' ■ ■ ' i.- ' "■■ ^' 



• ; / " Braille. A system deyi^ by Loui$ Braille of embossing^ot traiiis 

■ . V^v c^ibi^ for the blijld iri which; tlie characters are; represent^d^by. 

V ■'.-•■=>•■: \iraif(sd. dots,,.': ■ ./ ■ ■■..■rK/. ■ ' ".• '■' ".'.i ' y ['^/-^^^ ' ' . 

■ . Brctille Boak R^^ A bi^jno^thly pablication of :^ ■ ' 

- gives itifoihfnati oil on the braille and general p^ * 
National Library Service and p an annotated bibliography 

V : ; ; ■ of braille titles produced in^iquantity an^ released durijig a 

^' V i 2-month period^^I^^s yo as 

■ \ space p^mt^fthe. braille editiori:al$o Includes brief IB^iT^^^^'^^^^ 
V. : . ^ ■ : ; listindi>f%l(d a^ ; - . - 




;^ v'W ' ;^ Calendar^ Book $ei;yice to useirs scheduJed^fdBfa specific 

V [•■.■.■'^■v. "V..,; //'j.v'-' day o ^| Mte or month . . '^ ''0^ ■■■ 

'■^^ y-:'--\y '^^'^ V ^italbg. i^^^ to a. d^fiiiite plan^ • . : 

. whiji^i r^^^ aind. indexes the resources of a ^ * • ■ 

^ ^y'y.:':, : colTectiori/ d*^ibraiy;,^^ o^ a group of libraries . As used .in; this ^ • 

•document/^the catalog i^ ind^ by author, title, subject (s)> ' 
: i ^ ' y. language; ^d narra t^gC 




gj^l^ y:^!^-^^^^^^/^^ \ fot the Blind and Physi<aily H^^ 



MaiMul Cirailatkin Hudbook 



/. ■ ./ . APPENDIX 4 Continued 



■Ci^' tee TcLlking, Book, ' -y -j: ■ : ^'. "^^^^^^ '''\ ' • 0'" . 



:Circulat:ion.j. cycle of 'material flpm a' library ^o^^the • 

user and back. The piHnber of* items loaned dtaring. a given pieri^d. 
of time is also ternied the cirautation. />; , ; 3 ; ! .-; : ; . 

CMLS.^ <; See CompreH^ixsive^^^M^ .\ 

Comprehertsiv'e Mailing. Vi^^ Handbook. ■ [ A .handbook o:f: 

procedures for adding-'and^^ patrons . n^mes on the mailing 

l ist jfdr NLS . Includes p;roce4u^es ^for^^m^ subs crip t ions . ; / 

CpntainiBr ■ \ A box or envelope, maiiufactured to store and ship ' the 
discs or tapes which make up a copy of a title. Gorrespon'ds • 
to z^oZi^^e for braille. U^^^ unit of measure for statistics 

, of , the circulation of discs or tapes ^^^^^^^ - ' . - . 

bepiiftt collefctionv A coi lectioni of library, materials and- sound 
reproduction equipment furpisheid- b^^^ library to ah . 

Vagency .with" a iiiM)er^ 6 home, 
convalescent %nter/ ho^^^^^ or library. Materials may be^ , 

. rotated On % regular bias is. ; : " \ ■ ' - < 

■■■ ■ : ''V/'-. v,:^ ■■■ > ".'v;.. *"v 

/■Flexible disc. . A ivery thin, ihexpetisive vinyl record used to record 
; magazines, arid some popuiar titdes producetj in large; quantities. ^ 

. Format. The layQU^^^^^ rules for transcribing, ih^tei^i^ " i'n ViVarious 
media and . tha ptiysical: m^ such as cassette i " In . the. ^ ^ ^ 

latter sienXe , - format may be; used interchangeab ly wilh meSiUm?. 

Inspp^t:^^"'*^^ for completeness an# order of" > 

^o^t^ent^^^^^^ 

/^nt6f librai?y :16ak^ prdcedibte : for borrowing bo^^ in aV . ' ^^V 
library* s collVction from am^ 

Large type . Materi\al printed in r4-point or larger^type . ' *^ 




LC/DBPH. See,LC/NLS. 

LG/NL^. : Library of Congress, Natipna^l library Service for the Blind -'0 
and Physic^^^ Library of Congre'ss Division M 

for the BlinS ;arid Physically Handicapped. - , ;4 • - ;V : 



. for the Blind and Physically Handica^^^ 



Mannatqrcnbtion HudUb^ ' ^ 



.3 ■ ^ ■• 

APPjENDJEX: .4 Continued .,;. 



LihTarian. : : Sj^e Pr • .: * ' ^. 

Machine. Se^e :Mack%ne Jnventovy Maniuxl\ ■■■ • • ^ . ■ ; / ■ " " 

Maohinei^rWiBniory Jianual: A Hcmdbook dfi Procediwes for Inven • 
Cgntroi' of Covejmndnt Issued. Equipment r (MI0^^ of procedures 

' for assigning and keeping tracH of NLS-issued i)aly-back equipment 
. ^ for cassette and talking; boolcs_,^ ' ^ ^ ^ ^ , 

Machine l^iBhding agency. An^^ LC/NLS to receiye^ 

issue / and,, cbhtrol the inventory of ^special ly designed/ rec 
players. Cassette machines , arid accessories essential to . the . ; ■ 
, '■provision of ;service . . . ' :■ ■ 

Media. The -ph^ dr; c^^ used to C 

produce ■books".: ' S^e,. Fo'mc^i.^ ''v"^- '^^'-''^iV:^ '.v ■■' \' ^ 

Microf i che . ; A sheet of f i Im .coht airiing mul tiple; microimages in "a 
: grid:;patterri. *It •usualiy.;;:c^^ which can ' 

be reiad without^ magnification ; - ' ' -V \. - ' ■ * ^ ; 

'MIM. ' See Maajvine tnventpi^ ' --''^^ V*^." 

$10. Magajsines Only. A patron .who^^^^^^:^r^ only direct mail magar . 

zines is desiigriated MO : ' " : V ; 

- ^ ■ . ■ . ■■■■■■ ■ ' • / 



•MSG.'- See^Multisiate ce^i^^^^,. 



; Multistat e Center. Ah agency bperatJin^:; und^r; a^^|CQrit^ agree- 
ment with LC/NLS to provide material suppo^r^^^^ to regional, 
libraries and machine lending agencies, in^^^^^^ 

•:v -^of the'^netwofkl'/:';' '-.r ,: 

Narrator* A person who reads into a micropjjpne to recprd material^ 
■■' on magnetic, tape, ,\'r ^ : ''^'^-'^-y 

Networfc. ■ tC/NLS and the autdnomous agencies ,coQpe.rating with; it : ; 

■ under the proyisidns. of P. L. 8^ to prpviie library j^ 

< :^ to blind and- physi^all/ of the United . .; ' ' 

■:o*' States. *. ■ y'':'':':' . '7-' '^'V:-- 

NetWork library . . General t eion far LC/NLS , regional , or subregipnal . 
libraries;' applies to ea^h-'a^ ■ ■ ' ' ^ ' ' ' 

Qt>en-^eil^^^^^^ a^ 'opposed to/^ a - quick- loading ty^pe '. 

/such as the cassettf . / , : . ' * 

: for tht BI^ and Physically Handicapped * ' - - 



ifljSIIIuU VllvUlVllOO jnilDIIDOOK 


• ■ .".^ ' 

' ' i' ,. ' •' f ' • , 




'.' i •;.*.' '.■■■...'* ■ "•*■ *,;.■., ' 


'. ; • • ■ ■ • ■ ■ ■ . J, • 
■ ■■ . • * : ^ -r • ■ * 


' * . . ' . ' . , .'" . ■ ■ .' > 




'■ .•' '' " 


APPPWHTV d ^ * rririt-TTiMpJl V 









W A-M0ver4^ material; Wept -:past: the, end of tive designated; ioan , 

.f- V: ■ PYeT.4u(or; j- this ^plies brtl^ hrave ; \ 

V: /-^^ioari period:ofVa length;* ' • . 1. : 

, ; ..Patron. Any perspn eligible for NLS , service | and regis,tered at a ^ 

•V = ^ ; -^-.r-V. network ''libraxy^ y.^ » > '.v %"- •■ -^^ '.v > 

■:f:^:: :, .: .'^^ v. v^, •'^ : . / , '. Jl ^ :v.':v • ■ \ . 

; ■ "^'J f a^ maniia folder qii which is teco'iiijed the patron' s ^ 

V." • ■ in forjna^tibn about, the patron avaii>.r^V 

■ • ;ble from tbe appli^G jr* ihtervi^.'^' ' 



ERIC; 



•Rermarient r^l^sideift^^^^ 



jl -who. intends to resrde iri^ th'fe g'^^- 



■ graphic' area ^^^^^ libraxy -for at leasf ' 6"mQriths . . . 



PTot&$^0^-^ Rpt^t ine..c I erical projiedures to prepare 'material s for 

Prpfeisi'onal librarian. J A person having a* firth- year ti^ree- from % 
ai^^L^^aCGxedited library .school,. . ' . ' - , " *' ^ ' - 

Program.: , : A., pi^^of sei^ice o^. a prog .. , v ' 

;:;^RC■.^.;See;.!^arZfc^nc^^^ ■ V...: , • / ; ; ;■ *" • '> 

; -RPi .- ;See I^lfeing^ &o 
* Reader;; Patron. ' v 




^- ;. Beading" fnierest s . A ;Ux^t' of broad . sub j ect hpading^ ;print ed/^on 

/ah kpiplTcation. Jfor service, or tHe patron /folder ^ from. which a^^ 
' . - su]bj'ects*o;f;^ersonal intei^est^ ' / • ' v 

; ■ R^^ A national, ,rpnpTOfJ.t service org^inistation 

-which, supplies materials : 

? to blina and' physical ly and ijWrceptual ly >handi^ ^s^udents . at ' 

^.f all -educat idrial^ andvp^ofessional ^ey^i$^:v''fhe RFB/Ma^ster Jape' ^ ^ ^ 
'^'^ library 'cprttains'^^,Odfl-^ ' • ^ ^.S v > - ^ 



;^egiohai rlibriaiy 1 ibrary for the .blirfd 'and;: physically ^^^^K^ ■^'y\"'' 
< . .which is adminisi^tered .by. a state' llbriry agerfc^,;\p*ablx^ library./^ V ■: • 
- or agency for the ibHnd/ It must/ r 
^ * vadmijiister libi^ td\t^ tesidehts o? a' sp^ci^^^^^ " '^^^^^ 

,V gfeQgraphic:1^ typical iy«'a/sta€^^^^ ; 
, v . di^^ct services to*^^^ • . " * ' * • 



^iiMiji -^^^^^^^'^^'^^ s.ervife* and its pMo&ssing ■hy, 

library to es tabl-^h: patroif : service . / : . , '■ 



'•7 0 



;.Tpr (he Blind and yPh^^ 



•> A4- 4. 



■ •• ' ■ - •. .M ' ■■ . . ,f-'^A ...... ' •* ' : 

V;?'^^^ , A specif ic author 6i? til: le.f he pa4:r^ wish to receive . 

-J^.- ^library;- ' , ' '''^■0-.. 'Si^!.''' 



if 



■ T •' • • • 

■ ./ - ,: V'>^^^ R^^ A patronj who/wi^^^^ to receive pnly^b^^ which are 

; ■ . . ■ ; • :speci'f^ selected hy him or. herv Np.t^^^^ .' ; 

^ ^^'^ ; ' . .' - The procedure' for puttin^'a hold'^^^ book that is currently 

: ; 'V ; ' ' in circulatibn but which' -another patron wishes to receive when it , ■ 

"V'^ - ' -V-' ' ' '■' •• ' is avaiiaBle.,,' ! /-v' ' -^^ • - v. . 

- ^-•■■j.f ;. V^' V RFR.^ j^SQe^egoi'^fi^ the SZind.<^.-; ; ' • : ""'^-f' ] '.^^-/.- ''^ " 

y only. ; . • - -'^v.;' v 

■■'•^-i' V ^' -. .- ■ -.- . - 

: * V .1 ; V. Sielectioii/"^. book: title chose^ user' s request or a sub- : *^ V^^^ 

/ \, stitu€e ^ent to keep a user supplied with books no specific 

requests dre bn hand when books^ a latter service V^ ^. 

. - • . . ] > V i^ given:, with the permiission and^ wis^h O/f the user. ^^^^ -^^V ' 

Sta^K. Book or periodical storage unit composed of shelves supported /--y-'^, 
: ■ by ^helf supports whicl^ay be either the: full width of the; : "^^^^ 
shelvescor/xobpac^ cenw^l'' colunms ' ' . - - ■ * . 

' ' : . Standard. ' A rule or mo'd^l of ^jquantityy ":quality, extent, lev^l^^^^ r^xji 

■ . » : ' ' - , • correctness/^ 

a model *^f the .cpnditipns. in libraries known tp> be . providing' : . , ,/ i 

: . * . superior services ,; which are then used, by/other ^nstituti^ ^ 
; . '^;inv^5^rf-eva Prescriptive- standards arV »; 

' . ' ' , provide gT^idelines fc^. the development of npriM^ ^V^e/. :: ,^.:-f \y : 

• ' standards referred to in^this. manual ^dixe ^Slxindard^pf Seri)'iae : . 
. • ' ' .. ' for the. Lii>rqry \o 

' - . , ,;Associa?tion^an(J: from definition V^S .taken^ V >/v- ^ > • ^: 

$t6rag(? arek..^ Tbar portion of the' total flopr^^^'/^ V 
- .V . - allocated .tQS?;^he st.prag^^ ;o£.yiiiaterial^, supplies, and equip^^ r" '/ : 

• •• ^" .> not'^n' immeSiate tiseV . -^ r";' • ' t^'-.s..* ^ ''^ ••'^/■. ■ ' • r'*'' :V . 

' ■ ■ ■ ■ ^y.'^-'-- ' -j.^ . / 

: . v ; • S^btegibhii li^ A^department.pr u^ af a'^pi^ic library which^"^^ 

; : *• * : ' • : , 'v * • Xvprov^des•^serv^^e' to Jhe i>li^d 'and^ 

' • / : * ' V . . p€ 'a specified" arqa of the regiohai li|>rary' s- t^al ;$.ervice area. ; J ■ ^ ! / 

:i" ' • / V • ; Designation "requip^s approval ,of. LC/Nt|, ' the reg|pnai library; ^; 

•^••''''V'a; ^d' th^;-:st^tie-' library^ ■ y.\i\-:, ■ 

' * *• • • *• '■. ■» *!«'^^' ' • • '■ ■ ■ ■ '■ '■■ • ■'. "" '. * " ■ ' ■". .''v'"-^ 

: • Suspehsibnv^V^ ^'.ervip^?* ' ' ' • ■ :> 



I KK •■ 




I/^"' .4' • ' * -fc/ for the Blirtd and Physically l^jldtcapp^ ' , ^ , -I. « C/ V, 
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APPENDIX 4 . Continued 



Talking; book. A* recording of print material on disc or cassette, 

. tape 'produces for the exclusive use of blind and: physically 
» . handicapped readers. I^rmats were introduced IbyHC/NLS in the ' 
following order: ■■■ ■ ,;'|; .. . •• ' 



^ 33-1/3--A title tecorded^^on disc at $3-1/3 revolutions per .minute. 
TBr,-A title recorded/^On -disc at 16-2/3. xevplutions per minute. 
- \ i MT--A title recqrded on. 7-inch open- reel magnetic tape at 

. , ' 3-3/4 inches .per second. : ' . ' 

: . CB--A titl'e recorded oft a. cassette at 1-7/8 inches per second 
• * • on two tracks of the tape. 

i * - -RD-»-A title recorded on. disc at 8-1/3 revolutipns per minute. . 

. RC-*A title recorded on a cassette at 15/16 inclites. per second 

• on two or four tracks of the tape. / ''\ 

. Talking A bi-monthly pubAication of LC/NLS giving 

. .': > V information pn the gene^ral and recorded- program . of fhe national 
library servibe and providing .an annot^ titles 

• produced in quantity on disc- and cassette released; during a 2- 

.-■ ■ ; : /'month-. -period. ^' . " ■ 

■- 'S' -//TOTv'..?: See 2VzZfein^. > / ' . 

Temporary resident. - A persoh who intends t^^ in the geographic 

. area of the regional library for less than 6 months; usually 
■ ; ;. ^ "r^ after thi$ time. . : ' 

. ; ^ • Title. ; The di^tihgJ^^hinf naine of a Vritten, printed, pr spoken . ' . 
■ work. By exten to denote the work in 

. general, as differentiated from the Variable number of copies ^ 
V- Qf a l30ok ori'^niagaziiiev' . , ; - ' ' 



.i. • 




4> Transfer . A patron who moves out /of one network library service > V 

areal inito another. ' * . ' • ; 

- ' ■■ ' " \ .■■ • ■-• 

I Turnar^imd. fioiok service in which a patron receives one book for ' 
eacli book*; returned. v*** ' . • 

^ Uhit.^ A .service agency that is a constituent mejiiber' of the .LC/NLS 

:rietw6rk'./;."' A.V'^v. ■ ^■■./■■'■•■■^ /■/^^■^ ■.:.-^y \y ■" ' ]' 

Xiser. See Patron. '•■ ^ - - ■ ' • ' . 

: -"^ ■ 'V.:. 'J . . ■■■■ ':. V. . .'''^ .. '/ • " ;■■ ■ ■ . 

, .Weed. . .. t^^ to storage superfluous 'copies or rareLly j 

used books and' materials no longer in active -use. . • ./. 

■ ' "^-y , , ■ ■ •■ ■ ■•: - .' . v . ■ • . • .• . 

• Withdrawal. Th| 'process, of- ^^^r^^ all entries for -a book no Ibngerj 

/^•.^^n t^ y ■■ * / . I 

NatkihalUb^ ^ ■ a4-6^ 



i-r)¥/^" • v'^i^ * /.for the Blj^Kl and 'Pltysically Handicapped 1 o 



APPENDIX 5 
Explanation of Patron Foldef . , 
to Send With Transfer Records 



The, patron folder is the record of all information available about 
the ijulividual, ineluding reading Jjiterests and Teading^^story. 
the foi lowing is a line-by-line explanation of symbols. 



Patron' s name 



■ ■ k y .y .;. ...... ; , . ■ . 

1/^^/ ' 2. Patron' s age categpry (13 and under is juvenile) 



l^l^f"!/ 3, Media patron uses ; " 

/RD = Recorded disc BR.= :Braille LT = JLarge type 



RC = Cassette book OR = Open reel OT = Other 



^ype of service: ^ - * . 

, T= Turnaround; patron receives one book for each, 
book returned : 

*C = Calendar; patrggn receives- a s^hipmerit of books on 
I a certain day e4ch* weeki.or /month (see line 9) 



BOD = BooKs on demand'^'pafroiyi ^receives books only when 
' ' he or she specifically requests them. , 



M0^ = Magazines only; patiLon receives only: direct circu- 
lation, maga^ine^.i V:>^ • ' ' 

5. Patron's address^n our library di^tMCt -^^^^^ v-^^ : 

6, Da$e patron sorted service (all dates on the .front of the 
folder are recprdeA as ^.-digi^ codes -- year first^ month, 
•then day) / . ' . ^ . ■ 



K,^ '7. ; Ty^e off handicap* 
. BL = Blind 



VH/ = Visual- handipap^ \ . ' . 

PH - Physically handicapped 

. . RD =, Reading disability ■ - - v - 

8. Patron' s phone numbers in. our library district 

'9/ bay pf:week or monjth calendar patron receives^opks. . " , 
V ''Number in' parentheses is the numbe;r of books per shipment. 



nhtkmalUbniySem 1 87 A5-1 
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APPENDIX 5 Continued 




1]«. Patrpn^s siex ' / ^ 

12. Veteran status ;. ''yds" circled*^if honorably discharged 

13. County of residence^ v / ^ • . ' • v 

14. V Gontibt*"p^son in our area . ' . ; 



^^15. Patron's reading interests and biS^ preferences . 
16. Remarks .and special instructions about^patron service 



17. Magazines-patroii receives (Codes in parentheses are 
... . from Comprehensive Mailing ""List Sy&tem EknS>ook) \ • 



IS.-- Active reader stat&: first box for (fctobti^-March; - ^ 
. second .for^April-SepteTnber ^ . 

19. Machine^Records. Seri^r nuniblts <^f all machines and 
■ ^ ^ accessories issued patrons"and date they .wete 
' * issued and re^urnecj^ . ^ 

The reading history is recordeflfi on the 'inside- and back of the 
folder in th8 section thi^it looks Ifice this: 



In ^ 



.Out 



Out 



3 





-» 


1 




/ ^ 




.i — ^ — — 
























^- ■, I ■ ■ • . • : 








. ■•• : .■ 

^ — — 1— — ■ — — ' 


. ;- " i — — — ^ 


_ 


' ■ ■ ■ . • ■■ . ■ i \ - ., 

i • i-- ^ 1. ■.; : 1 
- - i ■■ ■■ •■■ 


■.. -V 1 • : . 










... :.: ■■-'....t, 


. .r' ■ 




* ..\ :^ - . 


■ V,. 


V ' ■ ' ^ 




• 1 


". V '• . . . ' 

■ 


!■ * — iV. ■ 



01 
02 
03 
04 
05 
06 



31 
32: 



. 33^>^ 
34"' 
35 
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APPENDjX 5 : -Cbntiiiueid 



Patron requests are recorded in t|(B cpluip^^^^^^ 
is recorded using port of the. •RD^ " RCjf oi'IbR n 
indicate patron request . T 



mOTE : 



'a. 



l^raille and recorded material are ke^ri^^ 
fbjders but the procedure is the 5ame!;^ 
braiHe and BA.^or.handcoiyjea htail^ 




To record Hi 12304 write the 

' = Patron request ' 
^ - . ^ jiecorded : disc . : . ^^^^l 
123 = .^Ali but the last two numbers^; 
.:a*rfe; already printed on the £qri] 

To record. !^- 12706 write the following : 



piobfe numberj^^re^ 



F k^^f^^pTpn request 
C =A Cassette book 




ill = All but the lajSt two ^numbers o£:^^^^^ fe ;-.^ ^^^^^ 



■-■^.::r•;^r■. 



^Tp. record, braitle title BRn433 v«ate thdi?|o^Wirig::^ 

■ P = Patron request " ^ ' . ^ . '■^•i^ - A' : 'i^ 

BR =, Press.Arailie:y';^ ^>^5;:^^ -\ ' 

Ji^v=f All the numberr?.Ui^^;l^ip.pk fixiinb^^^^^^^^ ' • 

numbers.. .-• '^^ r^ts>:msM:!y*^ 

5 three titles wiJ-l lo'o1<^iKe .this^when-(*eco'rded ori.t 
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/ ' ':\yW y' K' ' '^/^--r When" aybpbk/is isent 

•^•/l-"^".'* v.- A .: v^' V*. ^^i^l^ li- -coliinfiv marked;- ''Chit ' V', ^ The mpntfr, y|ar'''«pc:e . f ecot^^d : ^ Fofe .i^:^;; >V^ V> ; 

■ ^ ' '^^ v- : a bopk ■ checked out April 8 i98a .'Wjrite 4/«/jff0^^ ' ^ ' : ; ■= - > % ^ ; !r; ^ S'-^-^ 

■'^vv/V^ ^^: "^'^^^ ;;WheTV-a/t>pbik .is- returned,; tfe ;is- redo^dfed- in the. coluihii^ marked., j^.^^^^^ 

b >, ^ ^ v'^i: ■ ^ v'r^ou -G^ t^eU^ books ha3jce^e§n^ejnt: ajid; returned 

- '^ -^^ ;^=^'•^•^^^V varid patron; as:^eli as^^v^y ;; 

••v> >: %• ■ v ••V--:thQ56.:'waxtang'- tb/'.be; s^nt-* .^^ ..v^ ^-^^^---rv^^v.'^^-^- 

:.;^\ K V ■•-^'^ ,-ie3ca# ' 

' ^ -'J - ■ • ' .';^ - ' ^'^ 'r-,;';- •; ■ ■ ■;■'; :*.■■* ' ' ;■ ■ 



:^^iri'S Out;^ ■ In Out ■ 



1. . tV\ ' A 




.1; 




01 
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a: ^3 32 



^^T% '34 




i U- On ' M I;t;-ttfaS Returned 25 , ' . _ 



■ ;:fTliiPee: books^ checkecj out on May \3^^-^m '\'^Q^^^^^ 



Mm 

ft - ^x*; 



^;;-Rb^^iidi^ was returned July-'lOy 1980.- RC i4033;;knd; R^^ 

i':v-;5:;th-e,ckecl 'out. July-:a ' . / ^. ' ■ \ ■^■"^ -'^ * ' ' 



' ''vi* ■;>^?rhere 'aj?e sev^ri-l requests which remain' to. be. . ■S;eht :v''^^.-X^ : { 



■f 



-V v RC 10Q05' RD 10104, and RC 15335, 
If there is .iio: .'T*' ;c^^ tneans somecme besides t^^ 

selected the book be sent . r RD 12031 is a book like ^/tiAs\r :' ry^r[, - . : ; 

• ■. .•.■;,.;•". ■ • ^ . ^- .•' / ' ■■■ ■y^ '- ': ' V:^' " ' . ^ 

?6ua4ways read the numbers from left ta right but the r form is used;.;^^ 



right to left' when filling. in the numbers. 
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•Xv yf^^/^^fl^i)-^^ fipw;-':4iag^^ in; the- 

■ . '^'vi * -yijii ch^'^i end - 1 hems e 1 ve.s 

\- " .ir|p ficxw 4 the 

V '-Xi:^^^ v'^j^Ci^^dur 0 niMber and t i tie; C¥---g'^i';-!3i^^ I/p- ii/ie ; \Pa twn Zder) . 
v!-^\ -^v; • "^v^Sj^/ V ^ei^/ diagrams Will order and 

■ ■ / \ ':^h '4-^-^'h$.^^^- /vv^l^v^Pf the; procedures;. x Frj^ the symbol s 

V iri the^ ^diagrams . 




^ M:^t^'i^^^^ {.:v^'? :. 3.2 Gbmprehiensive ' Mai iiiig:; List' System and 
jSl^V;^^ 'l)epQsit';G:ol3.ec^^^ ■ 



1 Setting Up Patton Records:^^r 

v^j^|i'''#>^'W , . . ^ ....... 

i-^^v^^^ji:--^^/ ■^m^.rn.^ ^ ^-T..^^.^:^^'wL;iv^:._-T — ^ liagazine Subscriptions 



S"??^^. i V V ;V. ; .3.4 Initial;: ShipnV^^ 



?r;y ■ .f>, 



3:7 Canceilatiori of Patron Sery ice: 




I- ' 1/ ' ' ': 5 Reserves' 



4.7 Book Retrieval . . 

4.8 Dama|[j0 Check 

4.-9 Weeding /, 

.'5':3 Temporary Service/ . . 

5/4 Suspension in Service > 
.5.5 . Temporary Change* of Address . , 

5.6 Transfer of Patron Records to or^| from Another Network Library 

•5.7 New Title Proces^ng - 
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F I CURE, •Ab.;*! - Meariltig . of Syra^qls 
' ' ^and Abibreviations 



TERMINAL INTERRUPT— A terminal|JRnt in a flow 
chart, e.g., start, stop, haltT'&e lay i or ^ 
interrupt, : ■ ■ ' 



DOCUMENT— In this manual, a talking book, , 
# application form, patron folder, order form, 
or mailing label. 



PROCESS — Any processing function. 



MANUAL OPERATION— In this manual, a filing or 
refiling activity. 




DECISION — A question whose answer determines 
one of several alternate paths in the flow 
chart. 



INPUT/OUTPUT— In this manual, a telephone 
call or file of records. 
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^APPENDIX 7 

T^e Network Standards arid the 
.■ Circulation System Handbook 



The circulation system is desigj^ed' t^. aid network libraries to 
meet . the. Standards- Ser^vioe for the. Eibrary of Congress Netu)o:pk 
of Libraries for the 'Blind" and 'Physically Haridioapped published 
by the American Library Association. .'.y-. . 

This appendix will help the library to find the Handbook sections 
which- affect various sections of the Standards. 




Network Standard 
^4.1.7.1 

4.2..6.3.1 
4.2.7.3.2 
4.3.1 



4.3.'K^ 
4.3.1.1 (c) 



4.5.2.1 ^ 

4.3:2.1.1 

4.3.2.4.1 

4.''3.2.1.5 

4.3,2.1.6 

4.3.2.2.1 (1) 

. (a.-f) . 

(2) 

(a-d). • ; 
• (e) . 
(f) ' 

4.3.2.2.3 
4.3.2.2.5 
4:3.2.2.6 
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■3.1-: ■ 

.3.1 . 
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APPENDIX 8 

Master Copies of FoTms' - , 



•This section Gpntains' master copies >of the forms for use with, the 
various procedures. The forms' are: -/ * ^ • * 

^ Statistics Tajly Sheets -..Daily, Weekly, and MonthJX-— - 

. ■ '■ ■ ■ ' ', ,. "* ■■ *- . 

. • Calendar Register Masters . •» 
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FIGURE 3.1A PATRON FOLDER (Not Actual Size) 
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3.1 Setting Up Patron Records 



To set up a patron's records, you need the following: 

- Patron's application for service 

- Blank patron folder (Figure 3A) 

- Blank manila folder 

- Self-adhesive file, labels 

- Label maker* 

- Blank mailing envelopes 

You will set up two folders for a patron who receives recorded 
material; one is the printed patron folder and the second is a 
general folder which will contain the original application and 
any correspondence received from that patron. The only extra 
items the patron folder contains are a bundle of extra mailing 
envelopes and temporary address plates. 



NOTE: A patron who receives both braille and recorded mater- 
ial will have two patron folders but only one general 
folder. Braille circulation is described in 4.4. 



A- Type the patron's name on two self-adhesive file folder 
labels. The last name should be typed first. 

B. Attach one label to the blank folder and one to the 
patron folder. The label should be placed in the upper 
left hand corner, line 1 on the patron folder. 

For the blank folder, place the label on the position tab. 

C. Set aside the blank folder until the completion of the 
other steps in this procedure. 

D. Fill in the information on the patron folder. To do 
this you transfer the information from the application 
to the appropriate line on the patron folder. The 
information may be incomplete; You will be able to 
collect the information you need when you telephone the 
patron to welcome him OT her and to o::plain the 
service (3.5) . 



This system recommends that the libirar use a lab<^l nddressing 
system which makes plastic credit card-type master plates. For 
recommended systems, see Al . , 
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3. 1 Continued 



The numbers in this step refer to the numbered items 
on the patron folder. 

1. Place file label with patron r-^-me here. 

2. Circle adult 'or juvenile (under 13 is juvenile). 

3. Circle each format of material the patron 
, requested. The codes are printed en the 

folder tab; 

RD - Recorded disc 

RC = Recorded cassette 

BR = Braille 

OR = Open reel 

LT = Large type 

OT = Other (such as cassette-braille, local 
col lections , etc . ) 

4. Circle the type of service a patron receives. 
The codes and explanations are: 

T = Turnaround. The patron receives books on 
a one-for-one basis. An original shipment 
of an agreed-upon number of books is sent, 
then as a book is returned, another book 
is sent. 

C = Calendar. The patron receives a set number 
of books on a particular day. 

BOD = Books on Demand. The patron receives books 
only when he or she asks for them. 

. / MO = Magazines Only. The patron does not receive 

books, only magazines. 

If the patron has no preference, select turnaround. 

NOTE: Do not confuse "BOD'' with those patrons who wish 

to receive only books he or she requests. In 
the case of BOD, it is a time period; that is, 
the patron does not receive books unless he or 
she asks that books be sent. It should be noted 
in block 16 if the person is a "request only" 
patron; that is, he or she wants books sent 
regularly but wants only requested books. No 
selections will be made by the library staff. 
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3.1 Continued 



On line 5 write today's date next to "Date 
Service Initiated." Use the following number 
codes for months : 



January 


01 


July 


07 


February 


02 


August 


08 


March 




September 


09 


April 




October 


10 


May 


05 


November 


11 


June 


06 


December 


12 


Record days as 


two 


digits. Days 1 


- 9 


have 0 in front of 


them. 





should 



Use last two digits of the year. 



A folder set up April 3, 1980 will look like 
this: 

Date service initiated M 

yy mm dd 

6. Make a master plate for the mailing label. 
Attach the plastic plate in block 6 using double- 
faced tape or the manufacturer's recommended 
method. 

The label should include name, address, zip code, 
and the code for type of service from line 4. 

It v/ill look like this if Mrs. Smith is a turn- 
around patron : | 

MRS. MARY A SMITH T 
' 1234 MAIN STREET 
CITY, stATE:^;ziP CODE 

Address 12 envelopes for each patron. Put a rubber 
band around them and put the bundle in the folder. 

7. Circle handicap code on folder. It should match 
the oneCs) marked on the application. Codes are: 



BL = Legally Blind 

PH = Physically Handicapped 

VH = Visual Handicap 

RD = Reading Disability 



National Ubnuy Service 
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3. 1 Continued 



8. Record both the work and home phone numbers of 
the patron. The area code is in parentheses. 
If all patrons live in the same area code, you 
need only record the phone number. 

9. Frequency of service means how often the patron 
receives books if the person is a calendar 
patron. Write in the day of the week or date 
of the month that patron receives books. In 
parentheses, write the number of books per 
shipment. 

If the patron receives five (5) books every 
Wednesday, it looks like this: 

Frequency of service: Wednesday (5) 

If the patron receives eight books on the 1st 
and 15th of the month, it looks like this: 

Frequency of service: 1 and 15 (8) 

10. Record date of birth using same month, day, and 
year: codes as in line 5. Mrs. Smith was bom 
August 8, 1904. 

Date of Birth: 04 08 08^ 
yy mm dd 

11. Circle M if patron is male; F if'female. 

12. If the patron is an honorably discharged veteran, 
circle yes. Otherwise, make no entry on line 12. 

13. Fill in the name of the county in which the patron 
lives. If all patrons are residents of one county, 
no entry is necessary on line 13. 

14. Fill in the name of the person designated by 
the patron as a contact person. This may not be 
on the application form but when you call the 
patron, ask if there is someone to contact if 
the patron cannot be reached due to his or her 
work schedule or another reason. 
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